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BUILD WITH-~- -FA CTS 


more reports in less time—for less money. 


In construction or reconstruction, the 


builders must work with facts. No guess- 
work or vague theories in the planning 
of a modern bridge—or a modern busi- 
ness. Today’s conditions must be met 
with today’s figures. And, in the quick 
furnishing of accurate figures, Interna- 
tional Business Machines excel. 


The International Method of Punched 
Card Accounting furnishes a dependable 
source of accurate information. The 
punched tabulating cards form a per- 
manent, unalterable record. This record 
will automatically yield tabulations — 


Let us show you how International Ac- 
counting and Tabulating Machines can 
simplify your accounting procedures 
without altering your present set-up. A 
complete demonstration awaits you at 
any of our sales offices. No obligation. 


International Business Machines are to- 
day serving government and business in 
79 different countries. These machines 
include International Accounting and 
Tabulating Machines, International Time 
Recorders and Electric Time Systems, 
International Industrial Scales, Dayton 


Moneyweight Scales and Store Equip- 
ment, Electromatic Typewriters, Radio 
Typewriter Systems. 


give you an up-to-the-minute picture R 
of any phase of your business. It Ya, 
brings positive control by providing us 


WE DO OUR PART 


INTERNATIONAL BUSINES 


GENERAL OFFICES, 270 BROADWAY, NEW YORK, N. Y. 
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"These reports are important. 
Our directors must have 
accurate copies tomorrow,” 


**That’s easy. Ditto will get them 
out in a few minutes—and they 
will be photographically accurate.” 
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For Speedy, Accurate Reports—Use Ditto 


direct result of the simplicity of the method and the 
economy of its operation. Ditto copies direct from 
your first writing, typing or drawing—no stencil — 
no carbon—no type. 


Simply write with pencil, pen and ink or typewriter 


OW many times have you found it important to 

get out copies of reports, financial statements, 
budget figures, appropriations and other important 
facts on only a few minutes’ notice? Certainly, every 
executive is faced with that problem—not once, but 


many times. 


Speed and accuracy are the gauges by which 
is work is judged, and no excuses are 
tolerated. Keeping the reports confidential 
is also important, and often very difficult 
when many copies are needed quickly. 


There’s a method for achieving these results 
which is becoming standard in all pro- 
gressive concerns. That method is—Ditto. 


Ditto’s speed and accuracy are by-words in 
industry today. It’s accomplishments are a 


EDitto 


(1) Makes copies direct 
from your original 
writing, typing or 
drawing. 

(2) Copies eight colors 
in One operation. 


(3) Copies on any size 
or weight of paper 
or card stock. 


(4) Copies all or an 
part of the original. 


(5) Is photographically 
accurate. 


Ditto 


INCORPORATED 


DITTO INCORPORATED 
2251 West Harrison Street, Chicago, Illinois 

Gentlemen: Yes, I would like to receive, without cost or obligation, your book “Cutting Costs 
with Copies.” Also send me samples of accounting reports produced on Ditto. 


on an ordinary sheet of paper and Ditto 
will copy direct from that sheet on any 
size or weight of paper or card stock, at 
a cost of less than five cents per hundred 
copies. 


Find out today how Ditto can save you hours 
of time in the preparation of confidential, 
accurate copies of reports and statements. 
Return the coupon for our interesting book 
“Cutting Costs with Copies.” There is no cost 
or obligation. 


2251 West Harrison Street, Chicago, Illinois 
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IT’S QUICK, EASY AND INEXPENSIVE TO 
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BY TELETYPEWRITER SERVICE 


1 With Teletypewriter Exchange Service you can 

“talk in writing” with any other subscriber, 
whether he is in your own city or across the continent 
from you. Rates for this service are moderate. The 
teletypewriter in your office is operated by your 
own employees ... any competent typist can do it. 


3 The subscriber at the other end can also type 

messages to you. Thus, both inquiries and re- 
plies are possible on the same connection, much as in 
a telephone conversation. The utmost speed and ac- 
curacy are assured. Misunderstandings are avoided. 
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In order to be connected with another sub- 

scriber, your typist simply types his number, 
and the connection is immediately made by “central” 
(shown above). With the connection completed, the 
message typed on your machine is simultaneously 
reproduced on the distant teletypewriter. 


4 Messages may be typed on ordinary letter-size 

paper or on your own forms for orders, reports, 
deliveries, and similar matters. The messages are 
identical at both ends, and may be kept as permanent 
records, Carbon copies can be made by each machine. 


Both large and small firms find Teletypewriter Exchange Service indispensable for interconnecting separated 
units of their organizations. It is ideally suited for written communications involving price changes, sales 
reports, shipping matters, inventories, executive instructions, etc. You can also have Teletypewriter Service on 
a private line basis—with two or more offices connected continuously or for a certain number of hours each 
business day. The Business Office of your local Bell Company will gladly give you complete details. . 
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The Month’s Developments 


10 Guide Posts to Profits 


To po THEIR part successfully in 
putting this country back on its feet 
manufacturers must not only pay 
high wages but must keep costs 
down as far as they can without 
adding to unemployment, C. R. 
Hatch points out on page 487, as he 
lists the 10 factors to be watched in 
order to keep wages high and costs 
and prices low and thereby stimulate 
sales to give employment to more 
people. 


“Manufactured Weather’ 


A MODEL in air conditioning equip- 
ment is the Philadelphia Saving 
Fund Society Building in Philadel- 
phia, whose equipment for manu- 
facturing “weather” is described on 
page 492. 


Business in Chicago 


“Has THE World’s Fair really 


helped business in Chicago?’ many 
people have asked. To obtain the 
answer to this question we sent our 
own inquiring reporter to Chicago. 
He succeeded in digging up an 
amazing number of concrete and in- 
disputable facts regarding the im- 
provement in business directly trace- 
able to the fair. (Page 490.) 


Will Partnerships Come Back? 


ON paGcE 498 J. K. Lasser, C.P.A., 
points to the ever increasing load of 
taxes being piled on corporations by 
both the Federal and state govern- 
ments and raises the question of 
whether a return to the old partner- 
ship form is a way out. He shows 
by actual example what a saving 
would result in most instances by 
turning back to this old form of 
business set-up. 


Operating Costs Reduced 


A SEARCHING analysis of the way 
things were being done in its offices 
was undertaken recently by West- 
inghouse. As a result of this analy- 
sis unexpected means of saving 
money were found. On page 494, 
G. L. Harris, manager of office sys- 
tems at that company, has been kind 
enough to reveal the results ob- 
tained. 


Insurance Savings 


“Have You Effected Insurance 
Savings? If so—How?” are the 
questions taken up in this month’s 
installment on the results of the In- 
surance Survey. The answers to the 
questions are given on page 510. 


The Power of Persuasion 


How To EMPLoy the power of per- 
suasion most effectively in writing 
letters is taken up in the sixth in- 
stallment on the Art of Dictating 
Letters. Several examples of effec- 
tive letters and advertisements are 
supplied and analyzed by Burton 
Bigelow on page 496. 


NRA Compliance Division 


How THE newly organized Com- 
pliance Division of the NRA is set 
up and how it will function are dis- 
cussed on page 501. Also taken up 
in this section are the important pro- 
visions of the Retail Code and the 
organization of the “Buy Now’ 
campaign. 


Executives’ Manual 


AWARE OF the great value to a com- 
pany of an office manual, sales 
manual and the like, The Upson 
Company decided to set up a manual 
for executives. What the manual 
contains is outlined by Walter Ray- 
mond on page 506. 
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“Dlall we aap the ord 


The President, 
Treasurer and Sales Manager 
meet to decide whether 
they should accept an order. 


SALES MANAGER: Of course, it’s 
irregular, but you’ve been asking for 
volume. And here’s some business 
that we could never get except on 
such a basis. Let’s take it. 


TREASURER: The credit is all right. 
I'd be in favor of it if we were sure 
of costs. 


PRESIDENT: Why aren’t we sure? 
Don’t we keep books? 


TREASURER: Books, yes, but, Mr. 
President, I’ve mentioned before 
that with present price fluctuations 
and our new labor rates we should 
know what our costs are every day 
—not at the end of the quarter. 


PRESIDENT: You mean— 


TREASURER: Yes, just that. We 
need improvements in our system 
and we ought to replace some of our 
equipment. 


PRESIDENT: What will it cost? 


TREASURER: Cost?—Nothing. 
Every major decision in this busi- 
ness is based on records. We’ve 
made mistakes because we’ve 
guessed at the facts or used last 
year’s figures for this year’s opera- 
tions. Not only that. We’re slow in 
getting out statements. The result 
is slow collections—a poor current 
ratio—more interest to pay. And 
overtime— 


PRESIDENT: What do you suggest? 


TREASURER: That I call in the 
National Cash Register man and 
ask for his recommendations. 


PRESIDENT: I thought he sold cash 
registers. 


TREASURER: Hedoes. And account- 
ing machines that do everything 


N 


ACCOUNTING MACHINES 
AND CASH REGISTERS 


but talk. Department stores use 
them. Banks use them. Chain store 
organizations use them—and oil 
companies— and factories— 


SALES MANAGER: How about this 
order — 


PRESIDENT: No more guessing. 
We'll get the facts first. 


* * * 


New Ideas Offered 


Realizing the problems that face 
the executive today, the National 
Cash Register Company has made 
a special study of methods for meet- 
ing these problems. We are pre- 
pared to show you how you can 
have accurate facts about costs and 
sales, and all other vital informa- 
tion about your business any hour 
of the day .. . how you can get your 
statements out on time—convert 
accounts receivable into cash more 
quickly —keep your inventories on 
a sound operating basis—have a 
better current ratio between assets 
and liabilities. 


We invite you to mail the cou- 
pon. The National Cash Register 
Company, Dayton, Ohio. 


National Accounting Machines are built to 
meet all accounting requirements. 
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10 GUIDEPOSTS TO PROFITS 


Under 


Higher Wages and Shorter Hours 


By CHARLES R. HATCH 


Vice President, Miller, Franklin & Company, Inc. 


N THE CONFUSION, enthusi- 
asm, and bickering that at- 


tends the working out of 
present day “new” business 
philosophies, there is grave 


danger that certain basic funda- 
mentals of sound business: eco- 
nomics that many have only 
recently learned will be forgot- 
ten. That would be disastrous 
to all concerned—employers, 
employees, farmers, and others. 
It is perfectly sound to 
advocate higher wages and ns 
shorter hours to provide 
increased purchasing power for 
all who are willing to work. It 
is also both expedient and 
proper to raise prices so that 
capital may be stimulated, by the 
promise of profits, to undertake 
or to continue the production 
and distribution of goods. Only 
by making profits can they for 
long give the employment that 
is essential if the masses are to 
buy what business produces. 
Now, it is undoubtedly true that a 
certain part of an employee’s living 
expense, such as rent, insurance, 
light, water, and so on are relatively 
fixed or in any case rise belatedly. 
Therefore the prices of most com- 
modities could rise much faster than 
wages and the worker would still be 
better off than before. But if there 
should be too drastic a rise in prices 
his increased wages would not provide 
additional buying power. His pros- 
perity and the prosperity of business 
depends upon the “plus” wages he re- 
ceives—that is, upon the margin he 
has above a mere subsistence level. 
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“The government is not going to 
force anyone to achieve low costs. 
The low cost, efficiently managed 
companies will prosper, while those 
with high costs will find the going 
hard and may fall by the wayside.”’ 


Now consider the employer. The 
less efficient producers and distribu- 
tors and even some of the well- 
managed ones have for two or three 
years been operating at a serious loss. 
Grant that increased production will 
go part way in decreasing those 
losses. It will still remain necessary 
in most cases to raise prices enough 
to offset the balance of the loss and 
leave a profit. The total needed rise 
for the high cost producers is apt to 
be considerably more than in propor- 
tion to the rise in wages. 

At the same time the more efficient, 
low cost producers in the same indus- 


try will, because their costs are 
lower, not have to increase 
prices so much. The volume of 
sales will therefore, to a large 
extent, go to them and the high 
cost fellows will find themselves 
up against competition they can- 
not meet. And it will be legiti- 
mate price competition—not 
cut-throat. 

That. means, obviously, 
that to do their part, both 
for their country’s welfare 
and their own, manufac- 
turers, both high cost and 

low cost, must not only pay high 
wages but must keep costs down 
so far as they can without add- 
ing to unemployment. And the 
sooner they find how to do 
this, the sooner will they be 
doing their full part, and the 
more certain they will be to re- 
main in business. To postpone 
putting one’s house in order is: 
to delay recovery. To get 
value received for the labor dol- 
lar is only good business judgment at 
any time. | 

During the past twenty years it has 
become generally recognized that it is 
entirely possible to raise wages while 
keeping labor costs stable or even 
lowering them. And usually the ex- 
perience has been that the betterments 
have so increased buying power that 
sales increase and more people are 
put at work. I could readily cite 
dozens of instances of this. 

The policies and practices which I 
discuss in this article aim to make it 
possible to keep wages high, costs and 
prices low, and so by stimulating sales 
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to give employment to more people— 
both of which are the end and aim 
of the NRA. Incidentally, the manu- 
facturer will thereby put himself into 
position to profit with the rest of the 
nation. 

There is nothing of the “stretch- 
out” system, nor of “sweating” in the 
steps I suggest. They are merely 
ways to get reasonable value received 
for the labor dollar—which in the 
end is as advantageous to labor as to 
the employer. 

1. The individual ‘ manufacturer 
should see that wage rates are in bal- 
ance both within his plant and in com- 
parison to others in his locality. 

It is common to find that certain 
jobs or men are being paid more than 
they are worth, others less—most un- 
common to find a plant in which any- 
thing near proper balance exists. 


Wages and skill 


Sometimes length of service, or 
favoritism, makes certain rates too 
high. Often a degree of skill is paid 
for that is not needed or even pres- 
ent. The tendency of modern produc- 
tion is to reduce the skill, experience, 
and learning time required by an op- 
eration. Sometimes this comes from 
simplification and standardization of 
product or process—sometimes by 
transfer of skill from man to ma- 
chine. 

Merely getting the basic rates in 
balance within the company will fre- 
quently result in considerable savings. 
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I have seen as much as 11% pared 
from the total payroll in this way, in 
spite of the. fact that many rates were 
raised—some as much as 23%. And 
this was a case where lower costs and 
prices so increased sales that in a 
short time employment rose. The 
total payroll was increased 28%. 

The manufacturer should also get 
his minimum base rates of wages in 
balance with the cost of living and 
the customary scales in other factories 
in his locality. He does not want, ex- 
cept in rare cases where exceptionally 
high quality is essential, to pay wages 
that are disproportionately above 
those paid for similar work in his 
district. Should he try to pay wages 
lower than customary for his locality, 
he can count on quickly being jerked 
into line. 

2. He should scrutinize all so- 
called ‘“‘non-productive” labor in his 
business, whether in the factory or 
office or sales force. 

There has been a tendency in re- 
cent years to consider non-productive 
labor as a necessary and irreparable 
evil and to permit it to expand out of 
proportion to the productive. Usually 
there is too much, or too complicated, 
system; too much gathering of sta- 
tistics that are not needed; and too 
much waiting on the productive 
workers. I estimate that in many in- 
dustries a labor cost reduction of from 
15% to 25% can be secured by get- 
ting proper productivity from non- 
productive and clerical or sales labor 


without hurting production or distri- 
bution, but with salutory effects on 
costs. This will come as a result of 
the elimination of preventable labor 
waste, of simplification, and of effec- 
tive labor control. 


Watch non-productive costs 


Executives should be intelligently 
hard-boiled in scrutinizing the non- 
productive jobs and insist on getting 
full value received for the dollars 
they pay the non-productive workers 
—which is only good business, NRA 
or no NRA. Manufacturers have 
concentrated in the past on getting 
the utmost in efficiency out of pro- 
ductive labor. It’s time to get busy 
on the non-productive—and it’s a 
fine fat field for lowering costs, par- 
ticularly for high-cost producers. 

3. Use wage incentive plans to the 
utmost. It is fairly common practice 
to pay productive labor under some 
wage incentive plan. Not all of these 
plans are wholly effective. 

There are dozens of patent wage 
incentive plans, for some of which 
universal applicability is claimed. 
There is no single, universally applic- 
able wage incentive plan. To stimu- 
late production to the utmost at mini- 
mum cost the incentive plan should 
be tailor-made to fit the particular 
conditions. It is often necessary to 
use several different but co-ordinated 
plans within a single factory. 

Also, a wage incentive plan should 
be designed to put a limit on the cost 
of an operation. Many think that 
straight piece work will do this. 
Usually it won’t, for there must be 
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straight hourly rate allowances for 
waiting and learning time. Spoilage 
in later operations also affects the 
cost. To have the direct labor cost 
of an operation range 5% to 10% 
above the piece rate is the rule. But 
the right plan, which will stimulate 
production and limit labor cost, can 
be devised for any job. At any rate, 
I’ve never seen a job where it couldn’t 
be done. ¢ 


Use wage incentives 


Put non-productive labor on wage 
incentive. To find that done is the 
exception. Yet it can be done for 
most non-productive jobs. Janitors 
and truckers have been put on piece 
work with excellent results. Some- 
times it is best to pay an incentive on 
a group basis to a whole productive 
department, including the non-pro- 
ductive help. I have seen that reduce 
the labor cost by 12% while the wages 
of individual employees were in- 
creased as much as 27%. 

The general and widespread use of 
wage incentives is one of the surest 
ways to get value received for the 
labor dollar. 

4. Management should make sure 
that it is getting economical supervi- 
sion. It pays to review the factory 
supervisory personnel. 

Much supervision is extravagant. 
Disproportionate salaries are often 
paid to factory foremen and the like. 
There may be too much supervisory 
personnel. There may be over-lapping 
or actual conflict. Or production and 
costs may be suffering because there 
there is too little or unintelligent 
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supervision. An accurate balance is 


essential. Be sure that the super- 
visory staff is neither over-manned 
nor under-manned and is _thrifty- 
minded. 

5. It pays to study plant layout 
carefully. Be suspicious of long 
hauls. I recall one case in which the 
material had to be moved over a 
quarter of a mile for one operation 
and back again. It had been thought 
impossible to change the layout, but 
careful study showed how it could 
be done at small expense and with- 
out impeding production. 

Frequently the flow of materials 
from operation to operation can be 
automatically speeded by rearranging 
the layout. Or a simple rearrange- 
ment of machines may make it pos- 
sible for more machines to be tended 
by a man or a group. Great savings 
in both productive and non-produc- 
tive labor cost can often be made by 
revising the layout. It may make it 
possible for the workers to give you 
greater value for your labor dollar, 
often with less effort on their part. 

Frequently a plant is laid out to 
handle mass production when its pro- 
duction really is of the job-mass type. 
That is to say, it makes short or 
medium runs of a few items and then 
has to change over to another item. 
It is practical to lay out most plants 
to handle job-mass production to very 
good advantage, but the pure mass 
production layout will not produce 
economically in most instances. 


6. Production planning methods 
should be used. One of the big wastes 
of labor dollars and one of the causes 
of labor dissatisfaction comes from 
the time workers spend idly waiting 
for work to come to them. 

A well-designed planning method 
will assure a smooth, even, rapid 
flow of work. It is one of the im- 
portant contributing factors in secur- 
ing low cost. 

7. There should be adequate ma- 
terial control: First, to make sure 
production will not be held up be- 
cause of lack of needed material; 
second, to keep the turnover of in- 
ventory as high as safely possible. 

It is especially desirable when every 
penny of preventable waste must be 
eliminated from material, labor, over- 
head and financial costs. 


Improve cost accounting 


8. Cost control—accurate, prompt— 
is essential to economical production © 
and to the effective control and man- 
agement of a business. There has 
been a tendency during the depression 
to let cost accounting slide—even to 
throw systems overboard entirely. 
That is bad. It may be necessary for 
many concerns practically to start at 
the beginning to rebuild their cost - 
accounting. But it will give them the 
opportunity to modernize, simplify 
and improve them. 

It is possible to get labor and ma- 
terial costs by operations weekly or 


(Please turn to page 324) 
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URING the past five months, 

while the “Big Bad Wolf” has 
been giving the jitters to many of 
us, there have been “big doings” in 
Chicago. 

But, “Isn’t this World’s Fair 
pretty much a flop?” “Has it really 
helped Chicago businesses?” “‘Wasn’t 
it preposterous to expect success 
under such depression conditions ?” 

Thus, multitudes of business men 
have quizzed us. And so we turned 
“inquiring reporter.” 

On an October morning we stopped 
in at an auto parking lot on the Near 
North Side. ‘How’s business?” we 
asked. ‘Swell,’ answered the at- 
‘tendant. “We packed ’em in last 
night again, from all over. I counted 
license tags from 30 different states, 
one from Canada and one from the 
~Canal Zone.” 

This checking license tags has 
been almost a game in Chicago this 
past Summer. Youngsters, oldsters, 
and middle-agedsters have noted the 
influx of foreign cars with, “Look, 
there’s one from Cuba,” or maybe it 
was Idaho or Hawaii. 

If you tried to find your way 
through the Loop or down ’most any 
main thoroughfare within five or 
eight miles of the Loop, you found 
yourself wondering, “Where do they 
all come from?” 

But “two pairs” don’t make a “full 
house” (as we have learned to our 
financial embarrassment). So we de- 
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June 1931: Depression days and the filling-in not finished 


PHOTOS BY CHICAGO- 


“The Big Bad Wolf” 


The story of how Chicago business men: 


cided to “draw” again and see what 
we got. 

“As near as we can tell, and our 
figures are based on data from the 
Federal Reserve, somewhere between 
$500,000,000 and $700,000,000 of 
‘new money’ has come into the Chi- 
cago area this Summer. The turn- 
over on the dollar has been speeded 
up about eight times.” Thus briefly, 
does the administration office of A 
Century of Progress summarize the 
effect on Chicago business. For the 
bulk of this “new money” has been 
spent outside the Fair’s gates rather 
than. within. 

“Is the Fair itself a success?” they 
repeat. ‘Well, note this—the great- 
est success among previous World’s 
Fairs was the Columbian Exposition 
of 93. That was subsidized by the 
Federal Government to the extent of 
$2,500,000 and the city of Chicago 
gave them a $5,000,000 grant. The 
total payment on their bonds was 
10%. 

“Already (mid-October, 1933), A 
Century of Progress has paid 40% 
on its bonds. There has been no sub- 


the depression and of the final: 


sidy. The Federal Government did. 


pay $40,000 for ground space rental. 
and $1,000,000 for the erection of 
the Federal Building. But of course: 
that money was spent on the Federal. 
exhibit.” 

However, we weren’t primarily 
interested in the Fair as a success or 
a flop in itself. We wanted to know 
whether Chicago business men _ had. 
profited and what they had done to. 
bring customers to their places of 
business. 

To Judge Jarecki, a Chicago judge,. 
is credited the statement that in the 
Chicago area—with serious tax defi- 
ciencies in early Summer—$200,000,-- 
O00 in taxes have been paid, that 
would not have been paid but for the: 
Fair. : 

How was this accomplished? Well,. 
the more you talk to Chicago busi- 
ness leaders the more you realize it. 
was a plain case of “intestinal forti-. 
tude’’—a case of refusing to be licked ° 
by conditions. Chicago _ business. 
seized upon the Fair as an oppor- 
tunity. Chicago business men, indi-. 
vidually and collectively, stepped out: 
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ABRIAL SURVEY CO. 


Takes a 


August 1933: $3,000,000 of construction; depression retreating 


Licking 


used “A Century of Progress” to lick 


results in added sales volume. 


and advertised to and sold the World 
on coming to the Fair AND TO 
THEIR PLACES OF BUSINESS. 
Chicago business didn’t sit idly by 
and wait for the Fair to drag cus- 
tomers in. Rather, they spent cold 
cash and sent out aggressive repre- 
sentatives to bring them in. 

Let’s look at a few specific ex- 
amples. 

With the opening of the Fair the 
Palmer House began a 13 weeks, 
three-times-a-week broadcast of “The 
World’s Fair Reporter,” Floyd Gib- 
bons. In his machine-gun language 
he told the Nation of the attractions 
of A Century of Progress. Eighteen 
leading radio stations over the coun- 
try poured out his stories to their 
millions of listeners. (That cost real 
“jack” as you'll recognize.) 

In business-like fashion they 
checked what happened. More than 
200,000 fan letters were received. To 
10,000 of these writers they had an 
outside agency send questionnaires, 
asking whether they had visited Chi- 
cago, and established the astounding 
fact that 80% had been there. 
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In addition, they worked out a co- 
operative advertising arrangement 
with more than 100 newspapers in as 
many cities, featuring the Fair and 
selling tickets. In this way alone ap- 
proximately a quarter million tickets 
were sold, assuring as many visitors 
to Chicago. 

The railroads too went after busi- 
ness. In cooperation with American 
Express they organized all-expense 
tours. Jointly, through their offices 
and by mail they sent out 1,500,000 
leaflets, folders, and posters. And 
each line carried on similar advertis- 
ing work on its own. (American 
Express alone put out 1,000,000 
folders on these tours.) 

These activities, plus special in- 
ducements in rates, brought a tremen- 
dous spurt in travel. Their figures 
indicate that from June 1 to Novem- 
ber 1 they brought approximately 
5,000,000 passengers to Chicago, as 
compared with less than one-third 
that number in the corresponding 
period the year before. 

It is difficult to say what was the 
average fare paid. Some estimators 


put it as low as $12 per head. Others 
go as high as $25. Assuming a fair 
average of $18, the extra revenue 
from fares alone mounts to approxi- 
mately $60,000,000. 

These all-expense tours themselves 
brought in a minimum of 100,000 
people. Of these, several thousands 
were from foreign countries. The 
housing of these guests was alone a 
big business. Two thousand five hun- 
dred hotel rooms were contracted for, 
for every day during the Fair. Even 
at the special rates thus secured (and 
the hotels held to their prices in spite 
of the Summer rush, without attempt 
at profiteering), this meant a cool 
$1,000,000 in room tariffs. 

Bus lines, air lines—these, too, sold 
the advantages of their particular 


(Please turn to page 516) 
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Here MANUFACTURED WEA 


Attracts New Tenants 


AST summer, on June 13 at 2.00 p.m., thermometers 
on Philadelphia streets registered 94 degrees and the 
Weather Man said relative humidity was 54. 

As you would have recognized—had you been on the 
street—that is uncomfortably warm weather and the air 
feels just a bit “muggy.” 

But, if you had been a tenant of the new Philadelphia 
Saving Fund Society Building, you could have stepped 
in at 12 South 12th Street, had the elevator whisk you 
to your office and Spring-like weather would have 
greeted you. Your thermometer would have read 77 and, 
had you checked the humidity, you would have found it 
to be 47. 

That means comfort. You would have found yourself 
—and your whole force of employees—‘“pepped up” 
and ready for hard, effective work. 

This isn’t merely a matter of employer and employees 
enjoying themselves—it’s a matter of better health and 
more work done. And to the owners and operators of 
such buildings it is a new and powerful competitor—or 
a potent sales alley, if it’s on your side. 

The new P.S.F.S. Building was completed last Spring 
—a thoroughly modern building. Centrally located, it 
offers unusual advantages in lighting, arrangement and 
the many other smaller details that make for first class 
quarters. 

But the one outstanding feature, so Philadelphia busi- 
ness men say, is its “manufactured weather.” It is the 
only great metropolitan office building on the Atlantic 
Seaboard to offer such thoroughly complete and thor- 
oughly modern facilities to its tenants. 

Barring requests for sunlight or 
Me. = kicuanp 'T. pooner moonlight, the tenants can com- 
Millie. mand any weather they like. Heat, 
= | cold, more humidity or less hu- 
midity, elimination of dirt and 
dust, even the furnishing of those 


June 13, 1933 
2 P.M. 


On Street 


Inside 


Temperature Temperature 


77 94 


Humidity Humidity 


47 54 
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RICHARD T. DOONER 
lonizers—‘‘lightning machines’’—give air that ‘‘after- 
thunderstorm” freshness 


mysterious “ions” which give air that “after-a-thunder- 
storm” vitality—all are available with the turn of a con- 
trol knob. All without raising a window—for windows 
need never be raised, to let in noises, dirt, and drafts. 

Just how ‘strongly this “manufactured weather” fea- 
ture appeals to business men was well illustrated in a test 
which P.S.F.S. made recently. Through early summer 
months an intensive advertising and selling campaign 
was carried on locally. They featured four distinct 
advantages which the building offered: (1) Central loca- 
tion; (2) Excellent light; (3) Convenient garage; (4) 
Air conditioning. 

Then a questionnaire was sent to 1,000 Philadelphia 
business men who were prospective tenants. The ques- 
tionnaire asked them what feature of the building was 
most appealing to them, and 90% of those replying, said, 
“Air Conditioning.”’ 

Obviously such response demonstrates a powerful ad- 
vantage for P.S.F.S.—an advantage that is proving it- 
self in steadily increasing rentals. 

“But does it really work?” Let’s look at a few records. 


Aug. 1, 1933 Aug. 23, 1933 
2 P.M. 2 P.M. 


Tnside On Street Inside 


Aug. 24, 1933 
2 P.M. 


On Street Inside On Street 


Temperature Temperature 


74 70 


Humidity Humidity , 


51 98 


Temperature Temperature Temperature Temperature 


74 73 
Humidity Humidity 


53 95 


75 96 


Humidity 


43 39 


Humidity 


‘‘Manufactured weather’’ vs. ‘‘Nature’s Own’’—Summer 
1933, from actual readings 
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" BYORARD’ 
Giant refrigerating machines cool water, through which 
air is passed, to 45 degrees 


The table at the bottom of this page cites four compara- 
tive sets of figures. These were selected from the sum- 
mer’s record because they demonstrate extremes of both 
temperature and humidity. You will note that when tem- 
perature is very high and humidity low, temperature is 
dropped and humidity balanced. Or when, on a summer 
day, temperature is relatively low but humidity ap- 
proaches the saturation point, then temperature is slightly 
increased, to nearer the summer normal, while humidity 
is brought back into line with health requirements. 

As you study these figures, you will see that they re- 
quire no elaboration. To even the least technical layman 
they spell human comfort, health, and better work. 

To the casual visitor there is little visual evidence of 
the equipment that is silently and effectively doing this 
weather-making job. Walk into an office and you note 
nothing unusual. Concealed wall radiators bring in the 
heat for winter and air-ducts near the ceiling bring in the 
conditioned air and draw it off after use. 

But far down in basements are giant pumps, great re- 
frigerating machines, filters, water spray washers, and 
strange ionizers. Powerful fans, supplemented with 
more fans at each floor, keep air in constant circulation, 
handling 350,000 cubic feet per minute. 

Outside air is taken in from above the building where 
it is cleanest. Through great filters it is sucked, eliminat- 
ing dirt and dust. Then through water sprays to further 
cleanse and properly humidify. Refrigerated water keeps 
down air temperature and condenses excess humidity in 
summer. Warm water tempers winter air and adds the 
proper degree of humidity. 

Finally, before the fans carry it on to offices, a battery 
of ionizers adds the mysterious “ions” which give that 
bracing effect to the air of North Woods or seashore. 


*K *K *K 


Obviously, air conditioning of this entire building 
type is not available to all businesses. But equipments 
of wide variety, which offer air conditioning for almost 
every situation, are today being manufactured and sold. 

As announced in the October issue of “System and 
Business Management,” installations and equipments of 
all types will be discussed in succeeding issues. 
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How Simplified Procedures Reduced 


Our Operating Costs 


By G. L. HARRIS 
Manager of Office Systems 


Westinghouse Electric and Manufacturing Company 


b inca and again we have heard 
that this depression has been a 
good thing for industry. Whether 
that is so or not, certainly there have 
been achievements in management in 
some organizations that others should 
know about; and that are worth con- 
sidering even in prosperous times by 
prosperous companies.. These have 
been times when searching analyses 
of the ways of doing things. were 
needed. From most such analyses 
unexpected means of saving money 
were found. 

My first illustration has to do with 
a branch office of one of our sub- 
sidiary companies. In this office 
orders are received for small elec- 
trical supplies. Most of these items 
are packaged and a stock of most of 
them is kept on the shelves. Aside 
from the branch manager, his assis- 
tant, the salesmen, and a couple of 
secretaries, the entire force was de- 
voted to the receiving, handling and 
billing of orders. 

The decrease in the number of or- 
ders received had lessened the work 


of this group to such an extent that 
the force had been reduced from 16 to 
11 clerks. The manager felt he had 
gone as far as he dared if he was to 
give prompt service to his customers. 
But a searching analysis of the work 
of the eleven remaining clerks 
showed the following facts: 

1. Every order received was typed 
in five copies. 

2. A register record was made for 
every order, even though nine out of 
every ten orders were shipped the 
same day they were received. 

3. Two of the five order copies, in 
addition to the customer’s copy, were 
eventually filed in the office, as well 
as a copy of every invoice, and the 
customer’s ledger record and state- 
ment. 

4. The stock room was on the same 
floor as the clerical office and the 
shipping clerk’s desk was not more 
than 50 feet from the desk of the 
order writer. 

5. The salesmen received a copy of 
each order from their respective cus- 
tomers and a copy of each invoice. 


6. The salesmen promptly and 
without exception threw their copies 
into the wastebaskets. 

7. The order forms were one- 
time-carbon fanfold forms which 
cost $24 per thousand. 

8. It was the boast of the office 
that they could tell you anything 


Simplified procedure 


le 7 
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All Westinghouse forms are padded and wrapped here 
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cuts invoicing 


osts——saves time, reduces errors 


about an order, if you would just 
give them a hint. 

This branch office is now operating 
with only five instead of eleven 
clerks. If a customer’s order calls 
for items which are found to be in 
stock, it goes directly to the shipping 
room. No copies are made. The 
shipping clerk makes out a long-hand 
packing list. The invoice is typed 
from the customer’s original order, 
plus, of course, the necessary price 
data which is placed on the same 
paper. No register is kept. No 
copies are given salesmen. They can 
inspect the file of orders at any time 
they wish. If items must be back- 
ordered a two-part form is used. 

The entire force now consists of a 
stock and price clerk, a shipping 
clerk, a file and general clerk, a bill- 
ing and posting clerk and a super- 
visor who acts as order editor, com- 
plaint and _ correspondence clerk. 
Very few order forms are used, and 
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This Printing Bureau passes on all forms for standardized design 
and issues production orders 


the two-part form needed when items 
are back-ordered cost $4.25 a thou- 
sand. 

Now this office was not poorly 
managed. They were doing a care- 
ful, painstaking, accurate job. They 
were giving good service. But they 
just were not meeting today’s need 
for the utmost economy. The idea 
of sending the customer’s original 
order to the shipping room was rev- 
olutionary. Using it to enter price 
information for the billing clerk 
seemed very careless. But these 
things are now being done and so far 
no order has been lost. Most im- 
portant is the fact that service is fast, 
very fast indeed. 

That’s one illustration; here is an- 
other. In a branch office of another 
affiliated company we found that out 
of 400 orders received daily, almost 
200 were telephoned in. They were 
written on a memorandum form by 
an-order taker, and then were typed 
in five copies. Eventually the ship- 
ping copy got to the stock room, but 
no order received after 11 o'clock 
could, with certainty, be shipped the 
same day. 

Today the original telephone order 
clerk takes. the order on a regular 
order form in three copies and an 
office tissue copy. That’s all we need. 
It is passed on for credit and goes 
directly to the stock room. The tis- 
sue copy is retained in the office, one 
copy is a packing list, and one a de- 
livery receipt. Elimination of unnec- 
essary files, unnecessary copies, un- 
necessary typing, reduced the clerical 
force from 42 to 28 in less than two 
weeks. 


In another office of this same com- 
pany the analysis showed nine rec- 
ords of every order, including an 
order register and a card record. 
They are now using the same pro- 
cedure as the first office mentioned. 
This procedure has been made uni- 
form in all the offices of this com- 
pany throughout the country. 


Handling foreign shipments 


Another illustration shows a dif- 
ferent type of analysis and another 
means of effecting economies. In the 
offices of one of our affiliated com- 
panies, which makes many foreign 
shipments, the order handling group 
was on one floor, the billing and 
credit groups on another. Every 
order required from 16 to 26 pieces 
of paper. 

There is a lot of very specific 
information that must be shown on 
an order involving a foreign ship- 
ment. Box markings, shipping in- 
structions, and various code letters 
are required. It was all too much for 
the original planners of the order 
handling procedure. They used one 
whole sheet for this information and 
for the customer’s name. On the 
second sheet the items called for on 
the order were listed. That meant 
two pieces of paper for every copy 
of the order. 

The analysis here showed at once 
the advisability of bringing all the 
people responsible for orders into one 
office. That meant less supervision. 
A careful redesigning of the form 
made it possible to get most of the 
orders on one page—and no essential 

(Please turn to page 521) 
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The sixth installment of a series of articles on dictating letters 


AST month, we discussed the 

power of persuasion; this month, 

we propose to analyze this force and 

see how to employ it most effectively 
in writing letters. 

Before we attempt to build letters 
around motives, it would be best to 
study them. The first motive—if we 
can allocate motives along a time line 
in human development—is Self-Pres- 
ervation. It includes food and shelter, 
the most elemental of human wants. 
Its negative aspect, which is Personal 
Fear, i.e., fear of illness, fear of 
death, fear of hunger, fear of lack of 
shelter, is a powerful spring of ac- 
tion. Touch this fear-string ever so 
lightly and in a large number of cases, 
action results almost immediately. 

A health club takes advantage of 
this deeply rooted human reaction 
when it writes to prospects: 

To lie fidgeting in bed on a milk-toast 
diet and worry about the hazards of high 
blood pressure is a harrowing experience 
at its best. To come to Sargent’s Health 
Club, and spend a few hours a month 
doing the simple things that will help you 
avoid high blood pressure is not only a 
lot better for you—it’s really an invigorat- 


ing, happy experience to which to look 
forward. : 


Out of Self-Preservation and its 
negative, Personal Fear, which taken 
together probably constitute the only 
primitive motive, has _ gradually 
evolved another spring of action, 
Self-Indulgence, the negative of 
which is Self-Deprivation. This 
might well be called the “Satisfac- 
tion’ motive. It involves the new 
deeply rooted desire for pure com- 
fort and pleasure. It influences man 
to avoid pain and moves him to ac- 
cept convenience, to satisfy appe- 
tites and passions. And it covers 
under its broad name a very impor- 
tant sub-motive, Curiosity. 

Self-Indulgence and Self-Depriva- 
tion are powerful springs of human 
action. They are deeply “emotional” 
motives; they release strong tides of 
“motor” impulses and have an im- 
pelling power which perhaps no other 
motives possess. 

These motives emphasize what 
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By BURTON BIGELOW 


if you want people to— 


—clip coupons 


McPherson says of the strong emo- 
tional character of the persuasive 
process: “Persuasion is a non- 
rational process dominated much 
more by the impulsive part of our 
nature than by the rational. The 
fundamental character of persuasion, 
as a process that aims at modifying 
conduct and inducing action, is that 
it is an emotional process.” 

In a mail offering of personal 
Christmas greeting cards, The Roy- 
crofters utilize this “comfort” appeal 
by showing the reader how to accom- 
plish in comfort what is usually ac- 
complished only with considerable 
discomfort: 

Friend of Friends: 

Here’s an easy, comfortable arm-chair 
method of ordering your Christmas Greet- 
ing Cards. 

Instead of going down to a crowded 
store-counter, just take the enclosed Roy- 
croft Christmas Card folder, study it over, 
read the inscriptions on these Roycroft 
Cards, examine the original designs—then 
select the design you want for your own 


and order it by mail in the comfort of 
your own home. 


All food appeals, if they offer more 
than the necessities of bare suste- 


6 Motives You Must Use in Your Letters 


nance, touch the action springs of 
Self-Indulgence. Some, who bring 
in the health appeal, also utilize Self- 
Preservation as an action spring and 
others, like the recent mayonnaise 
ads, feature the pride appeal by of- 
fering the prospect of slenderizing 
salads instead of heavier fattening 
diets. 

A restaurant tantalizes you with 


—shop at counters 


the ‘“‘taste-picture” of a luscious tart- 
sweet lemon pie. If your mouth 
waters at the thought of your teeth 
sinking into its deep, tempting filling, 
they have touched the Self-Indulg- 
ence side of you—and set in motion 
those action-factors that will prob- 
ably bring you in for luncheon and a 
piece of pie sometime soon. 

Curiosity, classed here as a sub- 
motive under Self-Indulgence, is im- 
portant enough for a classification all 
its own. It is one of our most potent 
springs to action. 

Present a cause implying an effect 
—but do not reveal the effect—and 
you secure interest and action. The 
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Curiosity Motive is aroused. Its pos- 
sessor will go a long way to find the 
unrevealed effect that matches the 
known cause. . 

Imagine this situation: You and 
your companion, out for a walk in 
the country, are climbing a small hill. 
Your companion reaches the top 
ahead of you, when suddenly, about 
the time you are 300 paces away, you 
see him whip out a pistol and fire 
three times into the hollow on the 
other side. Your interest is instantly 
aroused. You will probably break 
into a run in order the more quickly 
to find out what it is all about. 

Your Curiosity spring was touched 
the moment you saw a cause which 
implied an effect unrevealed to you. 

Or present an effect with the cause 
unexposed. Once again Curiosity 
moves us. We have touched a potent 
spring of action. For example, a leaf 
tustles—an effect. Curiosity asks: 
“What caused that?” And because 
the action urge of the Curiosity 
motive is sO overpowering, we walk 
across the lawn to discover the unre- 
vealed cause of the effect we have 
just witnessed. Even a leaf, by 
touching our Curiosity Spring, moved 
us to instant and decisive action. 
Should not the letter writer be able 
to do as much from time to time? 

Claude C. Hopkins, veteran mer- 
chandiser, tells in his: “My Life in 


—write letters | 


Advertising,” of his effective use of 
the Curiosity Motive as a means for 
getting action. 


“The time came,” says Hopkins, 


“when rivals used our sample plan 
and we had to invent something else. 
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“Then in new cities which we tried 
to capture we offered a secret gift. 
We offered to mail the housewife a 
present if she sent us the labels from 
six Van Camp cans. Or we piled 
wrapped presents in the grocer’s store 
windows, without telling what they 
were. Any woman could get one by 
buying six cans of Van Camp’s. 

“Curiosity is a strong factor in hu- 
man nature, and especially with 
women. Describe a gift, and some 
will decide that they want it, more 
will decide that’ they don’t. But 
everybody wants a secret gift.” 

With the development of civiliza- 
tion and the commercializing of most 
of the world, there grew out of Self- 
Preservation, a new motive—Gain, 
with its negative, Loss. This Gain- 
Loss motive parallels Self-Preserva- 
tion quite closely in its working 
out, but is one stage less intense, one 
degree less elemental. 


—telephone orders 


A man may Gain great riches, but 
lose his life. Or he may lose every 
penny and still be in the best of 
health. In getting action from busi- 
ness people, from those to whom 
money and its attendant material 
possessions mean much, the Gain mo- 
tive and its negative, Loss, probably 
represent the second most powerful 
spring of action. Loss and Gain pro- 
duce the most effective results when 
used together. In other words, you 
must not only show me “What-I-will- 
gain-if-[-do” but also “What-I-will- 
lose-1f-I-don’t.” 

A letter to sell an advertising man- 
agement service to advertising agen- 
cies makes a clear appeal to both Gain 
and Loss motives, when it starts off 
thus: 


Dear Advertising Agency Executive: 

Do you ever ask yourself why you are 
not as big a money-maker as some of your 
clients? Do you ever wonder why you 
can’t own as fine a home, take as many 
Southern trips, boast as big a bank balance? 

The reason isn’t less brains or ability. It 


‘is this: (Etc.) 


There are three other main springs 
or motives that get action—Love, 
which relates to family and friends, 
Duty which relates to higher and 


—take trips 


more ephemeral ethical considerations 
such as loyalty, courtesy, honesty, 
public spirit, courage, and so on, and 
Pride. Their correlative negative are 
(for lack of better terms) Hate, 
Slacker, and Shame. 

These are civilized motives; they 
grow out of our human contact with 
other humans. They do not have the 
primal, elemental urge of Self-Pres- 
ervation. Pride, however, in the 
pseudo-social life of America today, 
is a great force. It has become so 
because of deliberate education and 
cultivation—and as such, is one of 
our most dependable springs of ac- 
tion. 

It is useless for the letter-writer to 
rail against the false pride of ‘“keep- 
ing up with the Joneses.” The situa- 
tion is here. It can be used profitably 
in letter-writing.. Leaving others to 
moralize about it, @he letter-writer’s 
job is to use it! 

Twenty years ago Herbert Watson 
told about a catarrh cure whose appeal 
to Personal Fear, the fear of tuber- 
culosis, failed. He changed the ap- 
peal to the Pride-Shame Motive— 
“the offensiveness of catarrh to your 


(Please turn to page 518) 
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Why Not Change to a Partnership? 


By J. K. LASSER, C.P.A. 


HE piling of Federal taxes upon 

corporations to finance the Re- 
covery Program shows clearly the 
need for a new type of budgeting— 
and causes one to question seriously 
whether the corporation form is the 
most economical structure to carry 
the rapidly increasing Federal and 
state levies. 

What form shall the new structure 
take? Why not go back to the old 
partnership? 

With increased corporate taxes and 
further governmetal control of profits 
practically certain it is worth the ex- 
ecutive’s time to study the use of 
partnerships. 

Obviously, the partnership has its 
serious disadvantages in its liability 
to partners for business obligations, 
termination with death of a partner, 
seizure of business assets under in- 
dividual obligations, liability for dam- 
ages and limited transferability of in- 
terest—but in ordinary circumstances 
the corporation also is far from a 
glorious elimination of all evils and 
careful insurance of all questionable 
elements can be secured under both 
forms of ownership of assets. In some 


ACME PHOTO 

**23 Wall’’—where the country’s best 

known partnership—J. P. Morgan & Com- 
pany—conducts its business 


states, the adoption of the use of 
limited partnerships secures most of 
the advantages of the corporation. 
Consider the advantages that a 
partnership offers. It is entirely free 
from corporation income taxes, capi- 


tal stock taxes, excess profits taxes, 
dividend taxes—not to mention the 
increasing number of state franchise 
and income levies that do not reach 
the unincorporated groups. 

In some instances the difference in 
the amount of taxes paid by corpora- 
tions and the taxes paid by a partner- 
ship under similar conditions 1s 
startling. . 

In the accompanying table there is 
worked out for a typical set of cir- 
cumstances—an organization in which 
80% of the profits are drawn by 
principal owners—the total tax due 
under varying conditions of income 
and of number of partners. In it we 
have assumed sufficiently remarkable 
guesswork as to the declared valuation 
of its capital stock (see “System and 
Business Management, August, 1933, 
page 342) by the corporation to elimi- 
nate the excess profits tax. 

Of course,. it is impossible to pre- 
sent all conditions here, but generally 
it may be said that any business with 
an income of less than $50,000, be- 
fore salaries to its owners, will find 
real economy in the simpler structure 
of a partnership—the amount of the 
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PARTNERSHIP AND CORPORATION COMPARISON OF TOTAL FEDERAL TAXES PAYABLE 


TAX IF INCORPORATED 


When Personal 
Income of Taxes Capital 

Corporation When 80% Stock 

or Partner- Is Drawn Corporation and Excess Total Tax TAX IF A PARTNERSHIP (a) 

ship Before by 2 Tax at Profits When 80% Is Drawn by : 

Salaries, Is Partners (a) 1334% Tax (b) 2 Partners 3 Partners 4 Partners 2 Partners 3 Partners 4 Partners 

$10,000 » $120. $ 275.00 $16 . $ 411.00 $ 311.00 $ 291.00. $ 200 $ 100 
12,000 184 330.00 19 533.00 433.00 349.00 280 180 80 
15,000 280 412.50 24 716.50 616.50 516.50 510 300 200 
17,500 420 481.25 28 929.25 7169.25 669.25 735 400 300 
20,000 600 550.00 32 1,182.00 922.00 822.00 960 540 400 
25,000 960 687.50 40 1,687.50 1,267.50 1,127.50 1,470 990 610 
27'500 1,160 756.25 44 1960.25. 1,520.25 —‘1,280.25 1,745 1,215 199 
30,000 1'360 825.00 48 2,233.00 1,773.00 ‘1,433.00 2,040 1,440 1,020 
32°500 17580 893.75 52 2,525.75: 2,025.75. 1,605.75 2,345 1,690 1 492 
35'000 1'800 962.50 56 2'818.50 2,278.50 1,858.50 2,670 1,940 L410 
37,500 2,040 1,031.25 60 3,131.25 23420 2.01125 3,010 2,205 1,695 
40,000 2,280 1,100.00 64 3,444.00 2,804.00 2,364.00 3,360 2,480 1,920 
45,000 2'800 1237.50 72 4109.50 3,349.50 2,869.50 4,170 3,060 2,420 
50,000 37360 1375.00 80 4815.00 3,935.00 3,375.00 5,040 3,680 2,940 
55,000 4’000 1512.50 88 5,600.50 4,540.50 3,920.50 5,970 4,340 3,490 
60,000 4680 1:650.00 96 6,426.00 5,166.00 4,466.00 6,960 5,040 4,080 
65,000 5,400 1,787.50 104 7,291.50 5,831.50 5,051.50 8,030 5,840 4,690 
70.000 6,160 1,925.00 112 8197.00 6,517.00 5,637.00 9,180 6,680 5,340 
75,000 6,960 2,062.50 120 9,142.50 7,222.50 6,262.50 10,360 7,560 6,020 
80,000 7,800 2,200.00 128 10,128.00 8,008.00 6,888.00 11,600 8,480 6,720 
90,00 91640 —-2.475.00 144 12,259.00 9,639.00 8,219.00 =—-:114,280 10,440 tet 

100,000 11,600 2,750.00 160 14,510.00 11,390.00 9,630.00 17,200 12,620 10,080 
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savings being determined on the num- 
ber of partners, their income from 
sources other than the partnership, 
and many other factors impossible 
to enumerate here. In all instances 
where the income is under $100,000 
(before drawings) the total tax is 
well worth determining. 

The effect of state taxes on the 
situation presents a different problem 
in each state. In New York, a busi- 
ness earning $50,000 before salaries 
to four owners, and $10,000 after 
their drawings, would pay— 


Federal tax on income. . $1,375.00 
Capital and excess profits 

tax, assuming excellent 

guesswork as to de- 

clared values ........ 80.00 
State tax .... 607.50 


This dream car (above) was 
designed by Briggs: Manufac- 
turing Company. It is Briggs’ 
conception of the car of the 
future and does not represent a 
model for production by any 
manufacturer. The car of aero- 
dynamic design at top right has 
its chassis practically reversed. 
The radiator is in the rear and 
the fuel tank in the front. At 
right is one of the new models 
exhibited at the recent auto- 
mobile show in Paris. 
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In addition: the four part- 
ners drawing $10,000 
each would pay (as- 
suming they are maf- 
ried, have no other de- 
pendents and no other 
income ) 
Federal Tax x 6s... $1,920.00 
State Tax (1933 Rates) $1,000.00 $2,920.00 


$4 982.50 
If all of the $50,000 is treated as 


partnership income, the taxes would 
be— 


Federal tax to four 
irre eo $2,940.00 
State tax to four part- 


ners (1933 Rates).... 1,300.00 


$4,240.00 


The saving is $742.50 annually— 
important money these days. 


Cars of the Future? 


The test of whether a business can 
operate more economically as a part- 
nership is simple. The partners pay 
only one tax each on their total por- 
tion of the income of the business. 
It the business is a corporation, the 
partners pay taxes on their salaries 
and dividends, the corporation pays 
taxes on its income after deducting 
the salaries (assuming they are rea- 
sonable), pays a capital stock tax, an 
excess profits tax and state taxes. 

The problem of changing over to a 
partnership is one that should be care- 
fully handled by experts well versed 
in the process. Too often the conver- 
sion brings up the problem of profit 
on the sale for liquidation of a busi- 
ness when that may be avoided by the 
avenues granted by the statute. 


WIDE WORLD 


WIDE WORLD 
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RETAIL CODE SIGNED 


COMPLIANCE BOARDS CREATED 


NRA Code for Retailers Means Death of 


“Loss Leader;’’ Buy Now Drive Continues 


_ Chicago Combines State St. Birthday Party with ‘‘Buy Now” Effort 


MOMENTOUS development 

in NRA activities during Octo- 
ber was the signing of the Retail Code 
by the President. 

Governing more than 1,000,000 re- 
tailers, the code, if it is strictly en- 
forced, means the death knell of the 
“loss leader,” since it forbids selling 
below invoice costs plus an allowance 
for store wages. Exempt from the 
provisions of the code are employers 
hiring fewer than five persons in 
towns of less than 2,500 population. 

A similar code was approved for 
drug stores. 

The provision against selling below 
cost represents a compromise put 
forward by General Johnson and re- 
places an original plan banning sales 
at less, than cost plus 10%. The 
compromise was brought in after the 
Agricultural Adjustment Administra- 
tion and farming interests had 
strongly opposed the original plan. 


Code forbids “inaccurate” advertising claims 


The code also settles the dispute 
over unfair trade practices with the 
prohibition of “inaccurate” advertis- 
ing references to competitors and 
“inaccurate” claims of underselling. 
Many retailers felt that “inaccurate” 
was not a strong enough word. 

The provision against the “loss 
leader’ does not prevent a store- 
keeper from selling an article without 
any profit to himself. The code 
states : 

“But the selling price of articles 
to the consumer should include an 
allowance for actual wages of store 
labor, to be fixed and published from 
time to time by the trade authority 
hereinafter established.” 

Under the “loss limitation provi- 
sion” of the code, the Authority is 
charged with the responsibility of 
determining the “allowance for actual 
wages of store labor” to be included 
in the selling price of merchandise to 
consumers. Members of the Au- 
thority are also to be members, with- 
out vote; of the National Retail 
Trade Council, composed of repre- 
sentatives of each major division of 
the retail trade and created to “assist 
the administrator or his deputy in the 
administration and enforcement” of 
the code. 
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October also witnessed the launch- 
ing of the “Now Is The Time To 
Buy” Campaign, sponsored by the 
NRA. Cooperation between manu- 
facturers and merchants, such as the 
country has never before witnessed in 
an effort to insure the success of the 
campaign has been promised General 
Johnson. 

In addition to the “Buy Now” 
activities, merchants in many cities 
have augmented the “Buy Now’ ac- 
tivities of the NRA with celebrations 
and special sales to entice the public 
into their stores. 

In Chicago the 100th birthday of 
one of the world’s busiest shop- 
ping thoroughfares—State Street— 
was celebrated during the week of 
October 9. The merchants of this 
famous street made the 100th an- 
niversary of the muddy frontier trail 
of 100 years ago, which grew to be 
one of the most concentrated and 
richest retail districts in the world a 
gala event with a profusion of his- 
torical exhibits and pageants and a 
series of special sales. 

The climax of the celebration came 
on Wednesday, designated Women’s 
Apparel Day, when a giant birthday 
cake, 13 feet high and decked with 


100 red candles, each 4 feet high, 


was wheeled down State Street be- 
fore a cheering throng of shoppers. 
(see front cover). Thousands. of 
pieces of birthday cake, separately 
wrapped, were thrown to the crowd. 

Home Needs Day was observed on 
Tuesday. Thursday was Children’s 
Day, Friday, State Street Day, and 
Saturday, Men’s Day. 


N R A Compliance Division 
Group Will Handle Complaints | 


REORGANIZATION of the NRA better 
to meet problems involved in admin- 
istration and enforcement of codes of 
fair competition was accomplished by 
General Johnson early in October. 
Four divisions, each headed by a 
division administrator for the four 
najor classifications of industry, to be 
responsible for the consideration of 
pending codes and the administration 
of approved codes, and a Compliance 
Division as well as a National Com- 


Pat 


WIDE WORLD 
The Los Angeles NRA Complaint Bureau 
was swamped with protests 


pliance Board and a Trade Associa- 
tion Division were created. 

Each of the regular divisions is to 
be a unit in itself with legal advisors, 
technical experts and industrial labor 
and consumers’ advisors permanently 
assigned to it by the legal department, 
the research and planning division 
and the three advisory boards respec- 
tively. 


Gen. Johnson heads division, temporarily 


Pending the appointment of a 
National Compliance director, who 
will serve not only as chief of the 
new Compliance Division but also as 
chairman of the National Compliance 
Board, General Johnson will act as 
director of the division, charged with 
the duty of adjusting complaints of 
violations of codes or President’s 
Reemployment Agreements where 
possible. Cases which cannot be ad- 
justed will be referred to the Federal 
Trade Commission or the Attorney 
General. 

The Compliance Division is to pre- 
pare for and organize a Regional 
Code Compliance system, pending 
the completion of which district 
managers of the Department of 
Commerce have been appointed to 
serve as District Compliance di- 
rectors. 

Regulations which have been issued 
to the district directors provide that 
all complaints of violations of perma- 
nent codes shall be filed with them 
at the district office for the district 
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ELECTRICITY MADE BY ROTOR 


NRA ON MEANINGLESS TITLES 
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in which the alleged violation is com- 
mitted. 

The present plan provides for 
reference of complaints of code 
violations to Code Authorities, only 
when such reference has been speci- 
fically authorized by the National 
Compliance director. Special forms 
for complaints of unwarranted price 
increases and special regulations gov- 
erning investigation of such com- 
plaints are to be issued soon. 

Complaints of violations. of the 
President’s Reemployment Agree- 
ment will continue to be submitted, 
for investigation, to local NRA Com- 
pliance Boards. 


WIDE WORLD 


This giant rotor produces electricity by 
wind power 


The Compliance Division will in- 
clude an administrative branch to be 
headed by G. C. Royall, Jr., former 
chairman of the PRA policy board, 
as chairman; a trade practice branch, 
to be headed by K. Johnson; a 
labor branch, to be headed by.A. J. 
Altmeyer; and a Blue Eagle branch, 
to be headed by the present chief of 
the Blue Eagle Division of the NRA, 
Frank Healy. 

The National Compliance Board, to 
consist of one member of the Indus- 
trial Advisory Board, one member 
of the Labor Advisory Board and 
the National Compliance Director, 
will upon reference of complaints 
from the director undertake further 
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attempts to adjust complaints of code 
violations, recommended exceptions 
from code provisions, order the with- 
drawal of the Blue Eagle from viola- 
tors or recommend cases of violations 
to either the Federal Trade Com- 
mission or the Attorney General for 
Appropriate action. 

This board will also have at its 
disposal the services of legal and other 
advisors permanently assigned to it 
by the other divisions of the admin- 
istration. 


The Trade Association Division, 


created to prepare plans for and to 
advise the organization of industry 
for industrial self-government, will 


be headed by General T. S. Ham- 
mond. 


Electricity by Wind Power 
Public Service Corp. of N. J. 


Evectricity has been successfully 
produced by wind power through use 
of the giant rotor erected in West 
Burlington, N. J., on the property of 
the Public Service Corporation of 
New Jersey. The rotor is the first 
unit of an experimental plant to be 


erected there ; is similar to the “rotor” 


ship that received publicity when it 
crossed the Atlantic. 

Results of the preliminary tests 
were described as “decidedly satisfac- 
tory.” Its complete success would 
revolutionize the electrical power in- 
dustry, it is declared. 


Capable of 75 miles an hour | 
This two-car stainless steel, rubber-tired, gasoline driven train is soon to operate on 


the Texas and Pacific Railroad. 


‘The rotor, about 100: feet.in height 
with an aluminum shell, has the ap- 
pearance of a silo. An actual pro- 
ducing plant would consist of from 
20 to 100 such masts mounted on 


trucks and operating on a circular 


railway. As wind drives the rotors 
and cars around, generators on the 
axles of the cars produce electricity 
which is fed into a regular service 
line. 


Code Evasion Via Titles 


Johnson defines ‘‘Executives”’ 


Reports reaching General Johnson 
of code evasion via the method of 
giving meaningless titles, such as 
“Assistant Manager,” to minor em- 
ployees merely to exempt them from 
the maximum hours and other clauses 
of the PRA and the modified ap- 
proved codes, caused the administra- 
tor to issue a statement defining 
“Managers” and “Executives.” The 
statement follows: 

“In the President’s Reemployment 
Agreement it is provided that the 
maximum hours shall not apply ‘to 
employees in a managerial or execu- 
tive capacity who now receive more 
than $35 per week.” 

“There are provisions in various 
codes excepting from the limitation 
on hours of those described as man- 
agers or executives and complaint 
has been received that in many in- 
stances employees are classified as 


ACMB 


It is said to provide 50% more speed than the steam 


train it is replacing at one-half the operating costs. 
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“FIVE STEPS IN SALE” 


SELLING BY MAIL 


managers or executives either for the 
purpose, or with the result, of ex- 
empting them from limitations upon 
hours. .It has not been the intention 
of the Administration in approving 
such exceptions to provide for the 
exemption of any persons other than 
those who exercise real managerial 
or executive authority, which persons 
are invested with responsibilities en- 
tirely different from those of the wage 
earner and come within the class of 


as here interpreted, 


the higher salaried employees. 

“Tt will be presumed that no em- 
ployee receiving less than $35 a week 
will be classified as a. ‘manager’ or 
‘executive’ so as to be exempt from 
any provision of any code regulating 
the maximum hours of work per- 
mitted in a trade or industry. Viola- 
tions of the requirements of any code, 
should be re- 
ported to the National Recovery 
Administration.” 


& Prospect Record File for Branch Offices 


General Refrigeration Sales Company 


A PROSPECT record file that possesses 
the virtue of simplicity and provides 
quick selection in planning the calls 
for each day—with a minimum of 
clerical effort—has been devised for 
his company’s branch offices by W. 
C. Moore, advertising and sales pro- 
motion manager of the General Re- 
frigeration Sales Company, Beloit, 
Wisconsin. 

The file eliminates the possibility 
of overlooking a follow-up date, and 
it enables the branch sales manager to 
keep a close check on the work of 
each salesman and on the progress of 
each possible sale. It presents a visual 
picture to the sales executive which 
he can not obtain from a maze of 
_ daily reports. 

The record of the progress of the 
sale is carried on two cards. The 
_ original card, of white stock, is made 
out by the salesman when he first 
interviews the prospect or is given 
to him with available information 
filled in if the source is a lead or in- 
quiry. When not in use it is placed 
over the master card, which is printed 
on orange stock and is a duplicate of 
the original. The master card remains 
in the file until the sale is closed, lost 
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RECORD CALLS MADE AND ADVERTISING MAILED ON REVERSE SIDE 


or becomes inactive. On the reverse 
side of each card is space for data 
regarding calls and literature. 

The cards are inserted along the 
lower edge of the file pocket in a book 
type of file. At the edge of the pocket 
is a movable, colored signal, which is 
visible through the colorless celluloid 
which protects them when the file 
pockets are closed. 

As a method of watching closely 
the progress of a sale this company 
has developed the “Five Steps in a 
Sale.” The steps are listed as fol- 
lows: “Qualified as _ Prospect’; 
“Made Survey of Requirements” : 
“Gave Demonstration”; ‘Submitted 
Quotation”; ‘Sale Closed.” A small 
check space in the lower corner of the 
card shows which of the five steps 
have been taken and the date of each. 

The insert, under celluloid protec- 
tion, provides space for the pros- 
pect’s name and address, a series of 
numbers from one to 31, and an open- 
ing through which the step check por- 
tion of the card can be seen. The 
transparent colored signal is movable 
and, by means of the numbers, indi- 
cates the follow-up date. 

The list of calls for each day’s 


Eldorado, Ind. 
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George H. Adams 3 re 6412 Parkside Blvd. 

Cumberland 8130 Forest 2772 4/4/32 

Gro. °3 Meats, Produce, Dairy Products Factory Dir. Mail 

4x4 York Hand Controlled and Pipe Coils 2175. -00 

Model 210 and Discfin Evaporators $1487. -60 
~esretns§ — $200 00 $0.25 00 serene rane —— — 


WHAT MAK WE FAV 


elvinator 


1" ORTEO PRICE 


lo QUOTATION 


sed} | 

wth our ices cao 4/11 12:50) 

Lu nch and showed several jobs to him Has 200 I Home 
quotation. Talked quelit 


work is placed on a daily work card. 
In making this list, it is only neces- 
sary to glance over the closed file 
pockets and select those which the 
signals mark for that date. The 
original card is then removed and 
placed in the salesman’s kit, saving 
much time and preventing oversight. 
At the end.of the day, the original 
cards are returned to the clerk, who 
places all additional information on 
the master card and refiles' the 
original. 

A brief inspection of the follow-up 
signals informs the branch manager 
of business which should be attended 
to each day. The “Five Steps’ check 
advises him of the progress which 
has been made. Since the original 
card is colored and the master card 
is white, he can determine by the color 
exposed in the check space if the 
original has been removed for atten- 
tion by the salesman. 

The daily work cards are returned 
to the manager and through them he 
is kept informed regarding efforts 
and results. A quick comparison by 
the clerk of the work card and the 
visible portion of the card provides an 
accurate check. An important feature 
of the prospect record is that all data 
is filed in understandable, standard 
form for someone else to make the 
call if the regular salesman is absent 
on the follow-up date. 


10 Ways to Use Direct Mail 


Direct Mail Association 


“DirEcT mail is not a competitive 
medium. At no time should it be 
employed to take the place of the 
newspaper, magazine, billboard, or 
other advertising. It is a supple- 
mentary and supporting medium, and 
mass selling appeals have no place in 
a campaign of direct mail advertis- 


Store 
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GENERAL REFRIGERATION SALES COMPANY, ROCKFORD, ILLINOIS. U.S. A. 


The original card is made out at the first interview. The back shows results of calls 
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ORDER ROUTINE 


SPECIAL PAYCHECK PLAN 


ing,” Homer J. Buckley of Buckley, 
Dement & Company, Chicago, told 
members of the Direct Mail Associa- 
tion at their recent annual convention 
in Chicago. 

During the course of his address 
Mr. Buckley outlined 10 specific ways 
in which direct mail can be applied: 

1. Keep yourself before all cus- 
tomers regularly, aiming to make each 
customer repeat or increase his orders 


hh renal 
A shipment of gin being loaded; forerunner 
of many such shipments 


each month, each season, each year. 

2. Reach prospects by mail syste- 
matically at regular intervals, seeking 
to bring back inquiries or orders. 

3. Support salesmen by mail in the 
territories they cover. 

4. Get orders by mail from towns 
not covered by salesmen. 

5. Encourage general mail order 
sales in both fields. 

6. Distribute enclosures with defi- 
nite, specific buying suggestions along 
with outgoing invoices, statements 
and packages. 

7. Arrange dealer-aid plans that 
will bring people to dealers’ stores 
and help dealers to sell more of your 
goods. 

8. Support national and trade paper 
advertising with hookups to dealers’ 
merchandising and general efforts. 

9. Efficiently and promptly follow 
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Extra girls were needed at Park & Tilford to handle the avalanche of orders 


up inquiries and arrange your plans 
so that the local dealer followups can 
be secured. 

10. Harmonize the departments of 
your business in support of. sales 
promotion. 


John Barleycorn’s Return 


Park & Tilford 


By THE TIME you read this the 36th 
state will have voted to abolish the 
18th Amendment, and another old 
time industry will be preparing for a 
comeback on December 5. 

When this event takes place it will 
mean new offices, new equipment, 


new routines and new procedures— 


and it should prove of some assist- 
ance in trimming down the total of 
unemployed, to say nothing of light- 
ening the tax burden considerably. 
Already the offices of many old 
time distributors are throbbing with 
activity. Park & Tilford ran a page 
advertisement in a New York paper 
on October 5, announcing brands and 
prices of whiskies, brandies, gins, and 
wines, which it would carry after Re- 
peal. The announcement stated that 
orders, conditioned on Repeal actu- 
ally happening, would be accepted for 


delivery immediately after Repeal, if: 


accompanied by a deposit of $10. 
The next day the offices of the 
company were flooded with orders. 
The clerical force .on hand was 
swamped with work and additional 
help and more space were required. 
The advertisement was repeated in 
another paper and continued day after 
day, each day in another New York 
paper. And each morning there was 


another avalanche of orders. The 
orders came not only from people re- 
siding in New York but from every 
state in the Union. 

Two ships have been chartered to 
bring the cargo to fill these orders. 
One is destined for San Francisco, 
the other for New York. . 

The ship, shown at the left, is being 
loaded with 85,000 cases of gin from 
the Continental Distillery in Phila- 
delphia. The shipment is destined for 
the West Coast. 


Aids “Buy Now” Campaign 
Thomas A. Edison Industries 


COOPERATING with the NRA “Buy 
Now” movement, Charles Edison, — 
president of the Thomas A. Edison 
Industries and vice-chairman of the 
New Jersey State Recovery Board, 
recently presented checks for $5 each 
to every employee in the company re- 
gardless of position. Nearly three 
thousand employees received checks. 

The checks were printed in the 
NRA colors of red and blue and are 
termed “Now Is The Time To Buy” 
checks. Each bears the signature of 
Mr. Edison and carries the follow- 
ing message to employees: 

“President Roosevelt is doing his 
part. NRA was the first step in his 
great Recovery Program. The ‘Now ~ 
Is The Time To Buy’ campaign is 
the second great step. I urge all 
members of our organization to sup- 
port it to the limit of their ability. 
Start by buying something with this 
check—something that you would not 
have bought unless you had received 
a 
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This Plan Built Sales 
R. H. Macy & Company, Inc. 


BOTH THOSE entrusted with the pur- 
chase of furnishings for both office 
and home and those selling such mer- 
chandise found much of value in the 
display of modern decoration .and 
modern furniture design known as 
“Forward House’ and _ recently 
staged by R. H. Macy’s, Inc., New 
York. 

For eight months Macy’s was at 
work creating and assembling 30 
new rooms which were on view. 

“Forward House” -was designed to 
show where modern decoration has 
travelled and in what direction it is 
headed. 

At the exhibit is shown modern 
furniture that is both rational and _ 
beautiful. In the past adverse criti- 
Modern furniture that was both rational and beautiful was featured at Macy’s exhibit cism of modern furniture—for both 

. office and home—has been that it was 
too eccentric. Designers felt that 
modern furniture had to be different 
from all previous furniture and the 
more different the better. 


"CCS 


New restraint about modern furniture 


Today there has developed a re- 
straint about modern furniture in the 
home that is- impressive and _ that 
modern office furniture would do well 
to copy. Texture and form and tone 
play an important part. The exhibit 
clearly showed that Macy designers 
have realized that their clients prefer 
a room that is livable and comfort- 
able to one in which smartness alone 
is the prime consideration. 

In addition to the 30 rooms assem- 
bled by Macy’s, eight leading sky- 
scraper architects designed eight 
models to show what sort of house 
would best contain these rooms. 
Shreve, Lamb and Harmon, archi- 
tects for the Empire State, the 
world’s tallest building, built a two 
story “Ground House’; Raymond 
Hood, of Hood and Fouilhoux, who 
designed both the Chicago Tribune 
and the New York Daily News Build- 
ings, planned an “Outdoor House” 
with a half enclosed porch in which 
the family can live comfortably eight 
months of the year;-Schultze and 
Weaver, who designed the Waldorf- 
Astoria Hotel, have done “Individual 
House’—a six room house which 
could easily be set down in one-of 
the Waldorf suites. 

William Van Alen, who is respon- 
sible for the contour of the Chrysler 
: Building, designed “Next Year’s 
A penthouse library—one of the 30 rooms assembled at the exhibit House”—a ___ two-story __flat-roofed 


*Ground House”—one of the eight models by noted architects 
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TIME OF 
DEPARTURE 


TIME RECORDS 


building completely encased in copper 
and proofed against fire, water and 
vermin; Voorhees, Gmelin and 
Walker, architects for the New York 
Telephone Company building, built 
“Hospitality House,” with a central 


bar serving the entire downstairs and - 


an outdoor swimming pool equipped 
with a miniature maze of hedge which 
serves as a bath house; Ely Jacques 
Kahn, best known for his Squibbs 
Building, built “Common Sense 
House,” an ell-shaped house of Har- 
vard brick. 

McKim, Mead and White did 
“Garden House,” 
in which the dining room has been 
eliminated ; Harvey Wiley Corbett, of 
Corbett, Harrison and MacMurray, 
built a “Neighborproof House,” de- 
signed to admit the greatest possible 
amount of light and the fewest callers. 


Checking Working Hours 


Chemical Bank and Trust Co. 
SINCE the acceptance of the NRA 
codes many companies have found it 
difficult to obtain a satisfactory 


method of checking working hours of : 


salaried employees. 

Where employees are already sign- 
ing time in and time out, the chart de- 
vised by G. M. Decker, assistant per- 
sonnel director of the Chemical Bank 
& Trust Company, New York, and 
shown on this page, should prove ex- 
tremely helpful in figuring actual 
working hours. 

The attendance clerk, reading down 
from the time of arrival and across 
from the time of departure, obtains 
the number of working hours daily, 
minus the lunch hour. Less than 10 
minute periods are disregarded, and 
more than 10 minutes is figured as a 
quarter of an hour. 


Labels, Invoices Combined 


By G. E. Russell 


ONE of the major opportunities of 
reducing “‘paper costs” in an office 
is by combining related forms into 
systems or accounting units. The 
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methods engineer 
will endeavor to 
combine all forms 
which deal with a 
normal transaction. 
How this may be — 
done by one type of 
company is shown 
in the Plant Flour 
Mills system illus- 
trated on page 
506. 

Consider an aver- 
age-sized manufac- 
turer. He’ wri 
probably — require 
the following forms 
(among others) : 
(1) invoice to cus- 
tomer; (2) dupli- 
cate invoice; (3) 
copy to salesman; 
(4) ledger posting 
copy. 

To this, the meth- 
ods engineer will 
add: (5) acknowl- 
edgment ; (6) state- 
ment. 

He will. find fac- 
tory orders or ship- 
ping orders can be 
included : (7) ship- EUGENE DIETZGEN CO. 
ping order; (8) Zoge ta 
warehouse order , 

(or several copies 
for factory depart- 
ments). 

If most shipments 
are by freight, he 
will include: (9) 
original bill of lad- 
ing; (10) shipping 
order bill of lading; 
(11) memo copy of 
bill of lading. 

Such a system (there are many ex- 
actly like this in practical use) will 
combine five different forms or sets 
of forms. Their handling and writ- 
ing will be eliminated; checkings and 
copying errors will be stopped. The 
whole routine will be speeded up with 
improved service to customer, quicker 
billing, faster payment and lower 
paper costs as direct positive advan- 
tages resulting. 


8.30 | 8.45 | 
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The original card is made out by the salesman at the first interview | 
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Tue Cuno Excrverrivc Corporation 
MANUPACTURERS 
UTOMotIve EQUIPMENT 


PLEASE MAKE ALL REMITTANCES TO THE MAIN OFFICE, PROVIDENCE, R. I. 


THE GORHAM COMPANY 
SIL VERSMITHS & GOLOSMITHS 
10 SOUTH WABASH AVENUE 


LSS a ee ee he ee 
Wha: THE ABOVE LABEL ONLY (3 ADORESSED. USE IT. 4 


6 methods of combining labels with invoices 


If most shipments are sent by ex- 
press, express receipts and a label 
(with packing slip as the lower por- 
tion of the label copy) will be in- 
cluded in the system. If deliveries 
are made by truck, the label, packing 
slip and delivery receipt will be made 
a part of the unit form. 

The illustration shows six piethods 
of combining labe!s with invoices. 
The layout prob!em is somewhat com- 
plicated when two addresses appear 


-on the invoice: “Ship To” and “Sold 


To.” A close study of the above re- 
productions of actual form. systems 
will indicate how this is handled. 
When the shipment may go either 
parcel post or express, the same label 
may be used through a little layout 
trick. To one side (or at top or bot- 
tom of the address portion) is a stub 
separated by a perforation addressed 
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COMBINING RELATED FORMS 


RULES IN WRITING 


to the postmaster for parcel post 
shipments. This carries the clause: 
“Contents—Merchandise. Return 
postage guaranteed. Postmaster, this 
parcel may be opened for postal in- 
spection if necessary.” The other side 
is addressed to the express company. 
If the shipment is by parcel post, the 
express stub is removed; if by ex- 
press, the parcel post stub. 

The double label used by Eugene 
Dietzgen Company carries instruc- 
tions two small to read in the illus- 
tration. The label to the left reads: 
“When the above label only is ad- 
dressed, use it.”’ The instructions on 
the right label read: “When the 
above label is also addressed, use it 
and destroy the other.” When the 
“Ship To” address is the same as the 
“Sold To,” the typist is saved dupli- 
cate typing by these instructions. 


Twelve Part Systems 


By G. E. Russell 


Tue illustration here shows two 
simple, practical methods of keep- 
ing certain copy from certain interior 
parts. The most thorough method is 
by providing the copies narrower. It 
will be noted, prices are omitted from 
parts 6 to 10, inclusive, by making 
them narrow and from part 11, by 
supplying “blockouts” over the ex- 
tension portion. 

Wider forms have been specified at 
the left of parts 1, 2, 7, 8, 9, and 10 
to provide space for “Grade,” “Total » 
Bbls.,” and on the first two parts for 
commission data. 

_ Different colors of ink and num- 
bered corner “‘flags” have been used 
to distinguish copies. 

The system is supplied continuous 
with copies lightly attached at alter- 
nate left and right edges to assure 
correct alignment. It is typed on a 
continuous form biller. | 

Incidentally, as the continuous fea- 
ture eliminates insertion and removal 
of carbon for each set, 22 carbon 
handlings are eliminated for each set, 
or 550,000 handlings a year for 
25,000 sets. 


Manual for Executives 


__ By Walter Raymond : 
Advertising Manager, The Upson Company 


Many companies have spent much 
time and effort in preparing office 
manuals, sales manuals, and the like 
but they have failed to see the value: 
of a manual for another group of 
company workers. No, you’re wrong 
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if you guess janitors—what most 
of the companies need is a manual 
for executives. 

As each new executive comes 
to this company he is given a 
copy ofa loose-leaf 
manual called “Ex- 
ecutive Procedure” 
which sets forth cer- 
tain rules, regula- 
tions; and company 


practices that he is po = CTS bee ge | 
expected to observe. mamoracrmne Py ANT FLOUR MILLS COMPANY 
Executives of the pikoiti 8 


company realize 
that only by living 
up to the few rules 
set down by the 
chief executives of 
the company can 
they manage their 
departments _ effici- 
ently. 

There is nothing 
unusual or drastic 
about the com- 
pany’s rules. They 
are rules that are 
in force in any well 
regulated business . 
organization. But 
the fact that the 
rules are in printed 
form makes it easy 
for any executive 
to know just what 
course to pursue in 
any question of or- 


dinary routine 
which may come 
up. 


The foreword of 
the booklet “Ex- 
ecutive Procedure” 
explains the reasons 
for rules and elimi- 
nates any possible 
resentment on the 
part of the execu- 
tive toward the : 
printing of the rules. 

The foreword is: 

“It is unfortunate that federal and 
state laws are necessary. 

“They often work an injustice upon 
the conscientious citizen. But they are 
necessary—NOT because the major- 
ity need them but because in every 
community there are some few who do 
not heed the. common welfare of 
others and hence must be re- 
strained. 

“So in a growing organization like 
that of The Upson Company: 

“Conditions would be ideal if there 
were no need for rules. But rules 
are necessary to guide the new addi- 
tions to the organization as well as 
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Here related forms are combined into one system 


for the maintenance of property, 
etiquette and the rights of others. 

“Otherwise, members of the organ- 
ization may thoughtlessly or unin- 
tentionally usurp privileges and do 
little things that if allowed to con- 
tinue would prove an injustice to 
others. 

“Continuation of these thoughtless 
acts or privileges would soon create 
partiality and unfair conditions. 

“Hence the need of rules—made 
more for the few than the many— 
but which nevertheless must be 
obeyed by ALL.” 

The Upson Company’s manual of 
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“FIRE CHIEF’S” DESK 


ACKNOWLEDGING ORDERS 


DECEMBER MEETINGS 


Ed Wynn’s office 


The ‘great comedian and radio star was to have occupied this office as president of the 
Amalgamated Broadcasting System, Inc., but he decided that a business career was not 


to his liking, so-o-o- he resigned a short time ago. 


You'd die, if you could see the desk, 


Graham. It can be extended 10 feet farther toward the door, so that directors’ meetings 
may be held at the desk without the president leaving his seat. 


“Executive Procedure” is divided in- 
to three parts. The first covers 
“Maintenance of Offices and Furnish- 
ings’ and contains the following sub- 
divisions ; 


Treatment of Office 
Care of Walls 
Arrangement of Furniture 
Care of Desks, Chairs and Floors 
Ventilation 
Curtains 
Proper Use of Equipment 
Removal of Equipment 
Clearance of Desks 
Desks to be Locked 
Repairs to Desks and Furniture 
Desk Keys 
_ Executive Responsibility 
Use of Ash Trays 
Smoking 
Expectoration 
Proper Use of Waste Baskets 
Fire extinguishers 
In explanation of some of these 
sub-divisions it should be borne in 
mind that the offices of The Upson 
Company serve a dual purpose in that 
they are not only business offices, but 
also serve as a show place for the 
company’s products, and are visited 
annually by hundreds of people who 
call; not to transact business, but to 
see how these products can actually 
be used, and to secure suggestions for 
their use in homes and _ offices 
throughout the country. Therefore, 
it is necessary that more than ordi- 
nary care must be exercised in keep- 
ing the offices and their furnishings 
in good condition at all times. 
The second part of the manual is 
devoted to more general rules and is 
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sub-divided into the feltcerinis head- 
ings: 
Trip Reports 
Expense Accounts 
Private Automobiles 
Garage Space 
Factory Passes 
Contact between Divisions 
Personal Telephone Calls 
Long Distance Telephone Calls 
A third section is devoted to Per- 
sonnel Rules under the following 
headings : 
Punctuality 
Office Entrance 
Time Clock 
Tardiness 
Absence 
Out of Town Residence 
Temporary Absence from  Depart- 
ment 
Gong System 
Dictation Schedule 
Prompt Handling of Correspondence 
Inter-Office Communication 
Rules re: Cost, Filing and Accounting 
Department 
Vacation 
Holidays 
Office Etiquette 
Introduction of New Members 
Clerical Employees 
Office Keys 
Overtime 
After-Working-Hours Procedure 
Confidential Treatment of Company 
Business 
Termination of Service 


A review of the subjects enumer- 
ated will reveal that there is little that 
can. come up in the ordinary routine 
of daily business which is not covered 
by the manual. Since the manual 
covers only executive procedure in 
the commercial division of the com- 


pany, whenever questions arise re- 
garding any point not covered, they 
are taken up and settled at the weekly 
luncheon-meeting of the chief execu- 
tives of the commercial division, 
which is held each Monday noon. 
Possible changes in the executive 
procedure are discussed at these. meet- 
ings, and when changes are made, 
new pages are printed for the manual. 


Form for NRA Orders 


Stille-Young Corporation 


Now that the NRA is operating full 
blast a special form for acknowledg- 
ing orders has been placed in use by 
the Stille-Young Corporation, Chi- 
cago. 

The form, which in the first para- 
graph expresses the company’s thanks 
for the business and provides space 
for filling in the serial number of the 
order and a brief description of it, 
goes on to say: 

“Tt will be of interest to you to 
know that your order is of direct 
benefit to approximately 150 people. 

“We buy from approximately 750 
different firms employing over 100,- 
000 people. As we increase our sales 
volume, we naturally increase our 
purchases. 

“More money coming in for our- 
selves and employees means more 
money in circulation—more money 
being spent. 

“The vicious circle of unemploy- 
ment is rapidly breaking down. 

“The cooperative circle of business 
improvement is unquestionably build- 
ing up. 

“We do our part—and will con- 
tinue to do so.” ; 


FORTHCOMING EVENTS 


December 4-8 


Annual Meeting, American So- 
ciety of Mechanical Engineers, 
Taylor Society Building, New 
York. 


December 6-8 


Annual Meeting, Taylor Society, 
Hotel Pennsylvania, New York. 


December 26-29 


Annual Meeting, American Sta- 
tistical Association, Philadelphia. 


December 27-January 2 
Winter Meeting, American As- 
sociation for the Advancement of 
Science, Boston, Mass. 


March 13-16 
Annual Packaging Exposition, 
American Management Association, 
New York. 


/ 
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READERS’ DISCUSSION 


COMPANY UNIONS 


Around the Table 


COMPANY UNIONS was the discus- 
sion of the Round Table associates last 
month. In companies where there is no 
employee organization, should the com- 
pany assist employees to organize under 
some form of employee representation plan? 


or should the management fight any such 
effort? 


Discuss All Subjects Openly 


InDustTRY has recognized the right 
of the employee to bargain collectively 
with their employer, through repre- 
sentatives chosen by such employees 
from among themselves. In com- 
panies where there is no employee 
organization now, the company 
should assist employees to organize 
under some employee representation 
plan or some form of “company 
union.” The management certainly 
should not fight any such effort at 
organization. : 

There is now a provision in the 
laws of this country that employers 
must deal with any representatives 
of their employees that the employees 
want. By aiding its employees set up 
a form of an employee representation 
plan the management is intelligently 
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meeting the situation arising from the 
the necessity for collective bargaining. 
The employer who helps his employ- 
ees organize is stepping in ahead of 
the outside organizers who may not 
have the same loyalty and considera- 
tion for the firm that the employees 
themselves have. Of course it is recog- 
nized that the company should adopt 
a “hands off”’ attitude relative to the 
policies and management of the com- 
pany union, but the employer, where 
he can possibly offer aid to the com- 
pany union, should do so. He should 
aid the leaders among his employees 
in setting up just the kind of an or- 
ganization that the employees want. 
The codes specify that the employees 
be permitted to bargain collectively 
with the employer through representa- 
tives chosen by such employees from 
among themselves without inter- 
ference, coercion, or restraint from 
their employer. It is a wise and far- 
sighted management that abides by 
these regulations and aids its own 
employee organization. It is in the 
interests of the employer that the 
company union .be maintained and 
protected. The management. stands 


in a better position to obtain intelli- 
gent cooperation in any collective bar- 
gaining with its employees when the 
leadership is in the hands of the firm’s 
own employees. 

Labor has, by the terms of the 
NIRA, obtained a saddle seat firmer 
than any it has ever had. With this 
advantage it must not ride too hard 
for fear of killing the steed. If labor 
attempts to establish a union 
monopoly, a dictatorial rather than a 
cooperative regime, it faces the same 
obstacles that must be overcome in 
building any other monopoly. No 
stretching of the imagination is re- 
quired to conclude that labor or- 
ganizations must play the game or 
they will lose out, with much misery 
for the whole country during the 
process. 

It is not provided that the NRA be 
used as an instrumentality for the 
unionization of any industry. Under 
Section 7 (a) of the law, employers 
are forbidden to require as a condi- 
tion of employment that an employee 
shall either join a company union or 
refrain from joining, organizing, or 
assisting a labor organization of his 
own choosing. The law does not pro- 
hibit the existence of a local labor 
organization or company union which 
is composed only of the employees 
of the company. If there is any dis- 
pute in a particular case over who are 
the representatives of the employees 
of their own choosing, the NRA will 
offer its services to conduct an im- 
partial investigation and, if necessary, 
a secret ballot to settle the question. 

It is therefore believed that the 
company union, organized by the em- 
ployees, aided wherever possible by 
the management, and unhindered in 
its policies, is the best method by 
which employee and employer can 
meet on common ground in collective 
bargaining. 


Harry KAUFMAN, 


Industrial Engineer. 
625 Integrity Building, 
Philadelphia, Pa. 


How to Organize 


WHEN, as and if industrial employees 
have become completely organized in 
so-called “company unions’”’ through- 
out the whole of industry, it then can 
be safely said that a great stride has 
been taken in the direction of stability 
of buying power, and elimination of 
unfair labor practices. 

It must be admitted that the cir- 
cumstances surrounding the forma- 
tion of such groups are packed with 
dynamite and require great care and 
wisdom in planning the organization. 
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_ *STOP-LOSS” AND UNIFORM ACCOUNTING 


NEXT MONTH’S PROBLEM 


Should Valuations of “High Cost’” Plants Be Lowered ? 


John Washburn: Now _ that 
you've all finished your luncheon 
let’s talk about the effect of the 
NRA on our several companies. 


Mike Mulcahy: We've talked 
about the wage and hour aspect 
at several of these department head 
luncheons John? What did you 
have in mind? 


John: You know that I’ve been 
down in Washington with a com- 
mittee from my industry. One of 
the things that we have been talk- 
ing about since the Code went 
through was what the “stop-loss’’ 
and uniform accounting provisions 
were going to do to our operations. 


Mike: Oh most of that stuff will 
never make any difference. 


Eddie Braum: Over in our com- 
pany we thing it will. I know what 
John is worried about—it’s this 
question of writing down the 
valuations of the high cost plants. 


John: That’s it exactly. Beside 
our regular line of business we 
have a.subsidiary company that 
sells to us and to others. For sev- 
eral reasons it is desirable for. us 
to operate this company~*but the 
equipment is not thoroughly up to 
date and figured on the fairly 


How do you expect that uniform accounting practices 
under permanent codes will affect your industry ? 

With any sort of uniform accounting are there going 
to be some companies that will find their costs too 
Should such companies mark down the value of 
their equipment and plant so that their depreciation 
and capital charges will be lower and thus enable them 
to meet the competition of modernized plants ? 


low? 


high purchase cost of the plant our 
manufacturing costs are not low 
enough to permit us to meet our 
most progressive competition. 

Eddie: Of course there are lots 
of small plants that are up against 
that same problem. If their ac- 
counting is going to show that they 
are not selling at a loss they have 
got to mark down their equipment 
and plant values. 


John: We just about decided this 
morning that the thing to do is to 
take the whole mark down and 
take it quickly. 

Mike: Isn’t there going to be 
any NRA _ regulation of such 
wholesale markdowns? Couldn’t 


the stop-loss provisions thus be 
evaded ? 


John: You don’t need to regu- 
late the marking down of a com- 
pany’s assets, do you? Few com- 
panies will go too far in boasting 
that their net worth has been cut 
in half. | 


Eddie: It all sounds pretty silly 
to me. Apparently a lot, of the best 


_ minds of the country thinks that 


this stop-loss provisions is impor- 
tant, but the way you're talking 
about it anybody can get around it 


What do you think, Mr. Reader? 


lower ? 


by having the bookkeeper make a 
few entries. 


John: Perhaps there is a little 
reason for thinking of any fixing 
of the value of capital assets as 
“silly,” for certainly book values | 
of fixed assets do not closely fol- 
low market values. Probably there 
will have to be some government 
regulation of how much assets can 
be marked down to meet the lower 
costs of others—or, equally truly, 
how. much they can be marked up 
in boom times. 


Mike: Wouldn’t it be even bet- 
ter to encourage those plants to 
modernize their equipment by not 
permitting any write-downs? That 
way you'd make additional employ- 
ment for the machinery manufac- 
turers and in the long run you 
would serve the general social 
good by lowering costs. 


Eddie: If they can’t meet lower 
costs with the most modern equip- 
ment there isn’t any excuse for 
their existence; the best way to 
serve the general good is to put 
them out of business. 

John: And make some more un- 
employment, huh? That’s no solu- 
tion. 


Or do you feel that such plants should be made to 
modernize their equipment so that their costs can be 


Write your answers to these questions to The Chair- 
man “System’s Round Table,” 330 West 42d Street, 
New York City. 
title or department; they will not be published if you 
prefer that they be kept confidential. 


Please give your company name, 


Management officials, who believe 
that they know how to go about the 
formation of employee-representative 
groups, will do well to allow the 
wheels to turn more or less under 
their own power. Furthermore, un- 
less management is sincerely willing 
to place every card, face up, on the 
table, such an organization will be 
worthless. The slightest suspicion of 
horse-trading in the background will 
kill any chance of cooperation that 
might otherwise be developed and the 
benefits possible to: both management 
and employees be lost. 

In effect, the whole development of 
such an organization should be spon- 
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taneous, emanating from the em- 
ployees. Management should lean 
over backward in an earnest endeavor 
to refrain from any appearance of 
coercion or the attitude that manage- 
ment is “giving something.” An un- 
dercurrent of feeling that manage- 
ment has handed its employees some- 
thing will either kill the objectives or 
cause great turmoil at a later date. It 
is not only possible, but here is ac- 
tually an opportunity for employer 
and employees to get together with a 
clean slate. » 

In most cases, of course, it is neces- 
sary for someone to start the ball 
rolling. This generally devolves upon 


the management to take the initiative. 
Instead, however, of building the 
whole thing and handing it over to 
the employees for them to swallow 
willy-nilly, commence with employee- 
chosen representatives. Tell them 
why the plan is being suggested. Let 
them discuss it. Let them start it. 
Talk “across the table’ not “down” 
to them. Assist them to prepare a 
set of by-laws. In most cases, man- 
agement will receive many a surprise 
in this first interview, in the fact that. 
these chaps actually can think. 
Eligibility for membership in this 
organization should cease just short 
(Please turn to page 525) . 
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Have YOU Effected Insurance Savings ? 


Companies in 17 cities answered this question. 


lf So—How? 


This ‘trend of the times’ will 


interest every executive who buys, or pays for, insurance. 


Companies In 17 Cities Answered 


Question—During the past three years, has your company 
effected savings by reducing face value of insurance policies? 


YES 70% 
NO 30% 


10% SAID, ‘““WE SAVED BY REDUCING POLICIES.” 


Question—Did you save by reducing premiums by switching 


to other types of carriers? 


YES 37% 


NO 63% EEE 
37% SAID, “WE SAVED BY SWITCHING CARRIERS.” 


Question—Did you save by installing protective devices and 
services (e.g., sprinklers, fire doors, watchman services, etc.) 


YES 48% aE 


NO 


5° 7, (2 REer 


48% SAID, ““WE SAVED BY INSTALLING PROTECTIVE 
DEVICES AND SERVICES.” | 


ITH every department and 

every cost subject to severe 
scrutiny for possible savings, insur- 
ance logically comes up for re-study 
and perhaps for readjustment. 

To aid its readers in this work 
“System and Business Management” 
conducted a nation-wide study. To 
subscribers in 17 large, medium-sized, 
and small cities, a questionnaire. was 
sent. Each was asked to contribute 
from his experience and tell what he 
was doing about insurance. 

In our October issue we. told of 
this and gave a summary of answers 
to. the question, “What types of in- 
surance does your company ordinarily 
carry?’ (To which there has been a 
heavy response from readers asking 
for more information. ) 

Response to the entire question- 
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naire was enthusiastic. Within ten 
days 33.6% of the companies an- 
swered with helpful data—conclusive 
evidence of the universal interest in 
this subject. 

Herewith we summarize the replies 
to a question which is perhaps of even 
greater interest to executives than that 
answered in October. The question: 

“During the past three years, has 
your company effected savings on in- 
surance : | 
1. “By reducing the face value of 
policies? Yes No 

2. “By reducing premiums through 
switching to other types of insurance 
companies? Yes— No 

3. “By installation of protective de- 
vices and services (e.g. sprinklers, 
fire doors, watchman services, etc., 
etc.) Yes ~— Now --—— 


Obviously, the report of experi- 
ences of other organizations—as 
given above—has a real significance 
for every executive in determining 
his own insurance program. 

Perhaps a word of caution may not 
be amiss—namely, that reduction of 
premiums which means assumption of 
disproportionate risks is never real 
economy. But economy does demand 
close study of best types of carriers 
and the utilization of every possible 
protective device and service. 

The summary of replies to a third 
question in this study will be given 
in an early issue. If, however, you 
are particularly interested in insur- 
ance at this time and wish complete 
summaries to all three questions at 
once, write us. The full report will 
be sent without charge. 
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ANSWERS TO ‘‘HOW’S BUSINESS?”’ 


AND “WHAT’S AHEAD?” 


Busauvess Facts 


HE hesitancy in business  re- 

covery, evident during the past 
two months, is rapidly disappearing, 
and there is every indication that we 
are about to witness an undramatic 
but steady well founded, upward 
movement, in spite of the uncertainty 
regarding the money situation. 

This recent suspension of the up- 
ward march of business activity in- 
dexes probably is not important ex- 
cept as it affects business men’s 
thinking. Part of the fall orders 
were placed in May and June to se- 
cure price protection. Even so, today 
sales volume is not bad, total autumn 
sales volume for all lines is better 
than a year ago. Employment and 
payrolls continue to go up despite the 
lag in the heavy industries. The 
September employment gain—87/1,- 
OO00—was the highest recorded this 
year. 

Before the end of the first week in 
December, there will be substantial 
sums spent directly for liquor pur- 
chases and the exuberant and gener- 
ous feeling, which liquor produces in 
many, will no doubt be of great assis- 
tance in prying open many a tightly 
sealed pocketbook for an extra meas- 
ure of Christmas shopping. 


Trade with Russia will help 


The anticipated recognition of 
Soviet Russia should prove a great 
boon to the heavy industries and to 
cotton producers, as it is estimated 
that Russian purchases in the U. S. 
markets will reach $500,000,000 a 
year if proper credit facilities can be 
arranged. 

Net income of some 150 companies 
reached a figure many times greater 
than the combined results realized a 
years ago and also showed substan- 
tial expansion over the June quarter 
this year. 

Carloadings and electric power out- 
put have tapered off during the past 
few weeks, and steel ingot production 
has dropped to 26% of capacity. A 
compromise on price resulted in ac- 
ceptance of the President’s plan for 
the purchase of nearly a million tons 
of steel rails, which brightens the 
picture for steel somewhat. 

Automobile production is falling 
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off rapidly as it always does at this 
time of year, but it is still far above 
last year. 

The public works program is now 
having real effect on construction 
work totals. Contracts awarded last 
month were the largest in exactly a 
year and the total for the first half 
of October was 50% above that of 
1932. 

More than a million retail establish- 
ments in the country come under the 
provisions of the retail dealers’ code, 
signed by the President on October 
23. It does not apply, however, to 
locally owned stores employing fewer 
than five persons in towns of less than 
2,500 population outside metropolitan 
areas. The code puts an end to use 
of the “loss leader,” since it provides 
that the selling price of goods must 
be sufficient to cover the invoice cost 
plus an allowance for wages of store 
employees. (Further details regard- 
ing the code are given on page 500.) 


Currency policy remains mystery 


Nearly everyone appears mystified 
by the President’s remarks and ac- 
tions regarding the currency program. 
It is believed he plans something in 
the nature of a commodity dollar, 
with its gold content changing to com- 
pensate for price fluctuations. So far 
the RFC has purchased newly mined 
gold in this country at prices above 
the world market level. It has also 
entered the world’s gold market and 
purchased gold there at increased 
prices. 

So far this plan has not had the 
desired effect in raising prices of com- 
modities and stocks. What will come 
next not even those who considered 
themselves close to the President 
know. But it is certain that if the 
present methods fail other policies 
of a price inflationery character will 
be attempted for the President has 
said: 

“T am not satisfied either with the 
amount or the extent of the rise (in 
farm prices) and... it is definitely 
a part of our policy to increase the 
rise and to extend it to those products 
which have as yet feit no benefit. If 
we cannot do this one way we will 
do it another. Do it we will.” 
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FACTS VS. WHISPERS 


NY summary of the evidence available 
A shows that the Administration’s pro- 


gram for the recovery of business has 


thus far been a success, even though that fact is 


strangely unrecognized in some quarters. 

Of the 13,000,000, or so, unemployed in 
March (of which perhaps 3,000,000 are never 
employed), some 4,000,000 are back at work. 

Check transactions outside of New York 
City, one of the best indicators of general busi- 
ness activity, were in October 40% over the 
low month of March; more than 30% over 
February or April; and 13% over October, 

1932. Freight car loadings show similar gains. 
The more inclusive composite indexes of busi- 
ness activity are up from 20% to 30% in the 
eight months since the inauguration. 

The job of starting prices upward to a level 
that would offer some possibility of debt re- 
payment and a better balance between consum- 
ing groups has been equally well done. The 
prices of farm products are now about a third 
above the spring low. Wholesale commodity 
prices have increased by about 18%. Security 
prices average from 70% to 75% higher than 


the low point—a sure indication of returning © 


confidence. 

Even in the industrial sector of the depres- 
sion battle where the whispering campaign al- 
leges that advance has slowed up, the results 

-are not bad. The Federal Reserve Board’s 
index of industrial production has risen from 
67 a year ago and 60 in March to 85 in Sep- 
tember, 1933. Factory employment has in- 
creased 34%. ‘The Department of Labor cal- 


culates that industrial payrolls are $64,000,000 
greater each week than at the bottom of the 
business curve. 

Industrial corporation profits, as shown by 
the statements of 205 companies with aggre- 
gate net worth of $7,443,000,000 (analyzed by 
the National City Bank), went up 562% 
(more than 5 times) for the first nine months 
of 1933 over the same months of 1932. 

Of course, there is not this same marked im- 
provement in every line of business and in 
every geographical area. In some lines the 
fall pick-up has been less than was expected. 
Some orders that would have been placed this 
fall were, for fear of price increase, placed 
earlier and were reflected in the spectacular 
rise of activity this summer. In other instances 
the pick-up wave has not yet reached back to the 
products manufactured. 

Only a people with as short a memory as 
have we of this country, would expect any more 
rapid improvement. ‘The spiral of decreasing 
business activity that reached the emergency 
stage in March was no minor disadjustment 
to be fixed at the first attempt or in a few 
months. The fear that was in men’s hearts 
then has been easily forgotten, and the success 
of the. recovery efforts—far beyond any rea- 
sonable expectation—is being overlooked. 

Honest criticism will do no harm to any of 
the recovery measures. Effort spent on the 
echoing of pessimistic outcries of the die-hards 
will, however, detract from the essential fur- 
ther effectiveness of the recovery program— 


and also from the echo-ers sales volume. 


NORMAN C. FIRTH, Editor 


BOARD OF CONSULTING EDITORS FOR SYSTEM and BUSINESS MANAGEMENT 
P. D. Betterley Spe none C. Gunn J. K. Lasser. C. P. A. C. S. Stevenson 
Assistant Treasurer, Graton Secretary, A. P. W. Paper Co. J. K. Lasser & Co. General Manager, 
Knight Co. Hall Brothers 


J. O. McKinsey. C. P. A. 
Senior Partner, James O. 
McKinsey and Company 


W. F. Jones _ 1. O. Royse 


-Assistant Secretary and Manager Office Production, 
Personnel Manager, Shell Purina Mills 
Petroleum Corporation Frank L. Rowland 


Harry Arthur Hopf 
Norris A. Brisco Senior Member, H. A. Hopf 
Dean, School of Retailing and Co. 

ew York University 


C. B.-Couchman, C. P. A. 
Barrow, Wade, Guthrie & Co. 


H. J. Taylor 
‘Vice-President . 
Jewel Tea Co., Inc. 


Harry R. Tosdal 
Professor of Marketing, 
Harvard Graduate School 


el Prockar % oo pee of Business Administration 
Comptroller, Worthington E. L. Kohler, C. P. A. elite inaene “aaa Arthur VanvVlissingen, Jr. 
Pump and Machinery Corp. E. L. Kohler and Company GE ' Business Analyst and Writer 
. E. Russe 
V. L. Elliott William H. Leffingwell Manager, Systems Service Walter F. Wyman . 


President, 


Division, Gilman, Fanfold 
W. H. Leffingwell, Inc. 


General Sales Manager, 
Corporation, Ltd. 


Comptroller, The Atlantic 
' The Carter’s Ink Company 


Refining Company 


512 . SYSTEM and BUSINESS MANAGEMENT 


Cost 


FicuRES 


THE NEW DEAL demands the closest attention to 
the entire subject of costs. 


Shorter hours, readjusted payrolls, new tax 
schedules, advancing prices—all have a direct in- 
fluence on costs. Timely, accurate, detailed cost 
information is now indispensable to sound business 
management. 


Cost figuréste for both manufacturing and sales 
—must be timely and always uf to date. Compari- 
sons of actual and standard costs must be available 
at any time. For cost figures show business trends 

. weld together the past, the present, and the 
future. 


Together with other outstanding businesses of 
the country, the large chain store systems have 
recognized the importance of this entire subject. 
These organizations, vast and complex, handle 
numerous commodities. To make sure of quicker 
figures, cheaper figures, more accurate figures, lead- 
ing chain stores daily depend upon the Comptom- 
eter methods. 


Costs are figured on each purchase invoice, on 
which is marked the price at which the commodity 
will sell. The anticipated profit for every item 
carried is shown. From these figures total cost and 
profit figures can be summarized. 


Today, as never before, the need for economical 
cost accounting equipment is imperative. The 
Comptometer—Unit Ticket—Peg-Board Combina- 


M OR E 


More 
important 
than ever 

today! 


tion meets this need. Many of the leading organ- 
izations in industry and business are saving thou- 
sands of dollars by its use. It is simple, flexible 
and adaptable. 


If you are interested in how to assemble cost 
figures and other pertinent figure facts more eco- 
nomically, call up the local Comptometer district 
manager. He will give you further information 
about the new Comptometer combination and its 
method of application. Or you may write us direct, 
if you prefer. Felt & Tarrant Manufacturing Com- 
pany, 1732 North Paulina Street, Chicago, Illinois. 


OMPTOMETER 


(TRADE MARK) 


QUICKER FIGURES « CHEAPER FIGURES 
ee eC OUR A Te 


F iG’ UD K-33 
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Burroughs Presents 


Many New and Improved Machines 


at National Business Show 


Visitors Foresee Great Savings 


in Time and Costs through Use 


of These New Developments 


GAIN this year Burroughs presented so many new and improved 
A office machines that its exhibit became the high spot of the National 
Business Show in Grand Central Palace, New York City. 

Business men who saw these machines at the National Business Show 
were impressed not only with the time and labor saving advantages, but 
also with the opportunities these improved machines offer to handle the 
demand for increased statistics and figures without increasing overhead. 


Electric Carriage Typewriter a Most 
Important Development 


Thousands of visitors crowded around the 
demonstrations of the Burroughs Electric 
Carriage Typewriter—a typewriter on 
which the carriage is returned electrically 
by a light touch of the Carriage Return 
Key, conveniently located on the keyboard. 
With this product it is no longer necessary 
for the typist to lift her hand from the 
keyboard thousands of times a day to push 
the carriage back by hand. Electricity 


now conserves the time and energy of the 


typist and enables her to produce a larger 
volume of typing. The keyboard is stand- 
ard. There is no new touch to learn. 

It issignificant that this greatest develop- 
ment in typewriters in a decade is an- 
nounced by the manufacturer that has 
been building and servicing electrically 
returned carriages on other types of office 
machines for more than twenty years. 


Something Entirely New in a 
Cash Register 


The new Burroughs Cash Register was 
offered in many new models of different 
capacities. It embodies many features 
hitherto unavailable in a cash register 
except at a much higher price, as well as 
others which have never before been com- 


bined in one cash register. Extra-large in- 
dication figures . . . extra-light key touch 

paid-out amounts indicated and 
counted ... especially constructed, free- 
sliding cash drawer. . . strikingly new and 
modern appearance .. . these are only a 


few of the outstanding advantages of this 


And it is 


new Burroughs Cash Register. 
surprisingly low in price! 


Faster! 


No longer need the 
skilled hands of the 
typist leave the key- 
board to return the 
carriage thousands of 
times a day. Ata 
light touch of a key— 
on the keyboard—this 
operation is performed 
electrically by Bur- 
roughs Electric Car- 
riage Typewriter. 
Think how much time 
this saves—how much 
more work can be 
produced! 


New and Improved Burroughs Cash 
Machines 


Burroughs Cash Machine which comes 
in many models and many sizes—combines 
in one low-priced unit the advantages of a 
cash register with those of an adding ma- 
chine. It is a distinct advance in register- 
ing and safeguarding transactions in retail 
stores. It is exceptionally fast and easy to 
operate compact, requiring little 
counter space... and can also be used asa 
standard. adding machine without dis- 
turbing locked-in sales total. Any model 
can be had with or without cash drawer. 
Many models furnish a detailed, itemized, 
totaled list of customers’ purchases. 


Burroughs Electric Calculators for Speed 
and Ease of Operation 


Thousands of firms use Burroughs Electric 
Calculators for handling all kinds of figur- 
ing and statistical jobs with exceptional 
speed, accuracy, and ease of operation. 
Burroughs Electric Calculator is especially 
fast because a light key touch actuates the 
motor and the motor instantly. completes 
the operation, each key registering its full 
value on the dials. All keys also have the 
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same light, uniform touch. Operator 
fatigue is practically unknown where 
Burroughs Electric Calculators are used. 


Burroughs Demonstrates New Distribution 


Method 


At the Show, Burroughs demonstrated the 
summary board method which, with the 
Electric Calculator, provides an extremely 
fast, economical and satisfactory solution 
for handling accounting and statistical 
analyses, distributions and summariza- 
tions. 


A Small, Compact Bookkeeping 
Machine for Desk Use 


Burroughs Adding-Subtracting Machines, 
desk size, are perhaps the most :popular new 
figuring machines developed by Bur- 
roughs. They make subtraction as fast as 
addition because 
of two motor 
bars, one for ad- 
dition, and one 
for subtraction. 
Compact, they 
require no more 
desk space than 
a letterhead, and 
can be used on 
all figuring work 
which requires addition and subtraction. 
They also compute and print credit bal- 
ances, 
and wide carriage constitute the ideal low- 
priced bookkeeping machine. 


The new Desk Machine 
with plus and_ minus 
motor bars. 


A Bookkeeping Machine that Furnishes 
Any Number of Totals Desired 


Among the most interesting machines in 
the Burroughs exhibit was the Burroughs 
Multiple-Total Typewriter Bookkeeping 
Machine for accounting, distribution, 
statistical and other tabulating work. It 
completely posts several records at the 
same time, and accumulates totals of a 
large number of classifications distributed 
either in one column or in_ separate 
columns—selecting the columns auto- 
matically. Its exceptional speed and ease 
of operation provide quick analysis figures 


of sales, collections, expenses, statistics, - 


profits or other classifications. 


Time-Keeping, Payroll and Pay Check 
Writing 


Fast, accurate, efficient handling of all 
payroll operations is one of the major 
problems in business today. Visitors at 
the Show saw a Burroughs machine that 
writes three records at one operation— 
check with deduction stub, earnings record 
and payroll—and furnishes automatic 
proof of the accuracy of all three records. 


Deductions are made by direct subtrac- 


tion; net pay is printed by a single key 


The models with date section 


Burroughs Cash Register 


Extra-large indication figures . . 
touch... strikingly new and modern appearance... 
these are only a few of its outstanding advantages. 


. extra-light key 


depression. Amounts are automatically 
printed on check. A separate total of each 
classification is automatically furnished. 
The keyboard is the full, visible, standard 
Burroughs keyboard—no copying of totals 
from dials. 


Burroughs Typewriter Billing Machine 


This machine is the only one that writes 
and computes a complete invoice in one 
operation, including all typing, extending, 
discounting and totaling of the bill. Ex- 
tensions are computed by direct multipli- 
cation (not repeated addition). Extensions 
as well as the total of the bill are printed 
by the depression of a single key—no 
copying of totals from dials. Fractions are 
handled as easily as whole numbers. 


New Automatic Typewriter Bookkeeping 
Machine 


, 


This machine, with its many new auto- 
matic features, new advantages of speed 


. and ease of operation, is the fastest ever 


built. Credits, like 
debits, are merely 
entered in the 
proper column— 
they are automati- 
cally subtracted. A 
single key depres- 
sion prints the bal- 
ance—it is not 
copied, figure by figure; not even a 
motor bar operation is required. Credit 
balances are automatically computed and 
are printed as easily as debit balances. The 
machine’s speed and ease of operation 
result in greater production and more 
figure information at less cost. 


A Single Burroughs for General Accounting 


Retailers, wholesalers and manufacturers 
were especially interested in Burroughs 


required 


General Accounting Machine which writes 
and extends invoices; posts, proves, and 
journalizes, writing several related records 
at one time. Statistical information of all 
kinds can be handled on it. These days, 
when it is so necessary to have readily 
available up-to-date statistics, this one 
single machine, serving all accounting, 
bookkeeping and figuring purposes, is 
extremely popular with those who wish to 
avoid making a heavy investment in busi- 
ness machine equipment. 


_ Burroughs Correct Posture Chairs 


A variety of styles of Burroughs Correct 
Posture Chairs were displayed. These . 
included two general types, one for execu- 
tives and the other for seated workers in 
office or factory. The chairs are scientifi- 
cally designed to provide effortless, correct 
posture that maintains energy and resists 
fatigue. They have all metal construction 
and are easily adjusted, without tools, to 
fit the occupant. Offered in a wide choice 
of colors and upholstery. 


Special Exhibit of Bank Machines 


Burroughs displayed a complete line of 
bank machines, including the new Bur- 
roughs which posts (as a part of the ledger 
or statement post- 
ing operation) the 
infor- 
mation for account 
analyses and for 
calculating service 
charges. This ma- 
chine-posted record warns against pay- 
ing on uncollected funds, and will especially 
appeal to the bank where metered service 
charges are installed or contemplated. 
Other machines of special interest to 
banks are the new Burroughs Automatic 
Typewriter Bookkeeping Machine; the 
Burroughs Combination Proof-Transit 
Machine; special Savings Machines; Stock- 
holders Ledger Machine; and the new 
Burroughs Electric Carriage Typewriter. 


For Brokerage Houses 


A special exhibit of brokerage machines 
included the new Burroughs Automatic 
Typewriter Accounting Machine for writ- 
ing customer’s ledger and statement; also 
the new Burroughs Typewriter Multiply- 
ing Machine which writes and computes 
any number of unit tickets, and provides a 
purchase and sales blotter in one operation. 


Insurance - 


The latest type complete accounting 
machine for insurance agencies; also a 


Home Office fire and casualty machine for 


handling reserves, controls and agency 
ledger posting were on exhibit. 


Combpleteinformation and demonstration of any of these machines may be obtained by calling the local Burroughs office or writing to 


Burroughs Adding Machine Co., 6241 Second Boulevard, Detroit, Michigan 
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HAVE CHANGED 


HOURS 


MANAGEMENT IS 


FORGING NEW TOOLS 


HAVE YOUR PRINTED FORMS 


KEPT 


NDER OUR 
National 
Recovery Ad- 
ministration, 
you ve seen 
many changes. 
Hours have 
changed. Wa- 
ges have changed. Sales strategy is 
different. 

Management is meeting these 
changed conditions with new tools. 
Among these tools are printed forms 
—they make it possible to get things 
done promptly, profitably. In your 
own business, if printed forms are ex- 
actly the same as they were six months 


The Quality-Utility Paper for business 


wAMMER 
WAN EOND ee 


LOOK FOR THE WATERMARK 
It is our word of honor to the public 


Outside U. S. 50¢.) 


Name 


Position 
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HAMMERMILL Paper Company, Erie, Penna. 

I am attaching this coupon to my company 
letterhead and would like to take advantage of 
your triple offer of helpfulideas and actual printed 
forms. (Sent free anywhere in the United States. 


PACE? 


ago—isn’t it time you looked them 
over, discarded some, added others— 
and brought this important part of 
management into step with other 
advances? 

Your printer will help. He will tell 
you why it’s good business to stand- 
ardize on Hammermill Bond—the 
standard quality-utility paper for 
business. Hammermill Bond has the 
feel and crackle of quality. It takes 


clean erasures without leaving tell- . 


tale scuffs. Its special hard surface 
takes perfect printing, clear, sharp 
typing, and smooth pen or pencil 
writing. Hammermill Bond; with en- 
velopes to match, is available in 13 
colors, and a clear, whiter white. And 
when we say available we mean that 
complete stocks are maintained in 
97 cities. 3 


TRIPLE OFFER TO EXECUTIVES 


Because of our thousands of contacts with 
business concerns, we make this triple offer 
to executives: (1) the Portfolio “Printed 
Forms at Work,” (2) 
the Portfolio “Better 
Letterheads” and (3) 
“Are You Forging a 
Stronger Business in 
This Day of National 
Recovery?’’—an im- 
portant book that deals 
with present-day prob- 
lems of management. 
Simply attach coupon 
to company letterhead. 
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“The Big, Bad Wolf” 
(This article starts on page 490) 


type of travel. Getting air reserva- 
tions to Chicago was a matter of sev- 
eral days’ notice. And the bus lines 
ran to capacity. 

Wholesalers of all kinds of mer- 
chandise, individually and jointly 
through their associations and the 
Association of Commerce, bombarded 
their prospective buyers with leaflets, 
postcards, and letters. Speakers went 
out to talk to trade associations every- 
where. Window displays, featuring 
the local merchant’s goods in a set- 
ting of World’s Fair pictures, were 
prepared and furnished to these mer- 
chants in hundreds of smaller cities. 

The result? Whereas in a so- 
called good year like 1928, the Chi- 
cago wholesalers considered their Fall 
openings a success with 10,000 buyers 
in attendance and a sale of $4,000,- 
000 to $5,000,000—this Fall more 
than 20,000 buyers visited «their 
places of business and bought ap- 
proximately $25,000,000 in merchan- 
dise. 

An entirely different picture 1s 
gotten from the experience of the 
Balaban & Katz chain of 35 movie 
theatres. Prior to the Fair they had 
looked upon its opening with sincere 
apprehension. What could they hope 
for with the multitude of amusements 
and attractions of the Fair and its 
Midway, each striving to pull cus- 
tomers away from the movie houses? 

But early in ’33, catching the spirit 
of refusal to be licked, they went to 
work. Their houses were “dressed 
up,” inside and out—new uniforms 
for attendants, etc. They contacted 
organizers of all-expense tours, fur- 
nished them with advertising helps 
and endeavored to have a ticket to a 
B. & K. theatre included with each 
tour ticket sold. Convention secre- 
taries were contacted and informa- 
tion furnished regarding Chicago, its 
points of interest and, specifically, 
what entertainment their theatres 
afforded. 

In the month of August alone, this 
chain enjoyed the patronage of one 
million customers in excess of the 
previous August. Other months were 
not so flourishing. But the net of 
the Summer is that what might have 
been a real slump was turned into a 
successful season. 

Another outstanding piece of ag- 
eressive selling was that of the Con- 
vention Bureau of the Association of 
Commerce, with its committee of 25 
leading business executives. 

The head of this bureau toured the 
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country, contacting the heads of or- 
ganizations and associations which 
were planning conventions for. 1933. 
The advantages of coming to Chicago 
were placed before them forcefully. 

In addition, this committee of 25 
leaders in Chicago business agreed 
that in their travel on their own com- 
panies’ business they, too, would con- 
tact executives of such organizations. 
And they carried through. 

The effectiveness of their effort is 
demonstrated in the fact that during 
the Summer and Fall more than 


1,200 organizations held conventions | 


in Chicago. Scores of other groups 
held conventions in nearby cities with 
the definite objective of visiting Chi- 
cago while on their trip. 

The American Legion alone 
brought approximately 250,000 vis- 
itors. All told, a fair estimate places 
the number of convention visitors at 
3,000,000. 

Mr. Hennessey, of the Convention 
Bureau, states that the average visitor 
spent five days in Chicago—three at 
the convention, and two additional 
days in seeing the Fair and the city 
itself. 

He estimates further that each vis- 
itor spent—for hotel, meals, taxis, 
amusements, etc.—an average of $10 
a day. A little arithmetic soon brings 
us to the staggering total of $150,- 
000,000 spent by convention visitors. 


>K *k *« 


Obviously, we have here sketched 
but a few of the many instances of 
aggressive selling activity and of re- 
sults. The complete story will be 
months in the telling. 


Moreover, Chicago business men 


are very cagey about making any 
statements as to how successful they 
have been. Only here and there will 
you get actual figures, such as “The 
Illinois Central Suburban service in- 
creased its business 106%,” or “The 
Fair (the large department store of 
that name) shows an 82% gain.” 

The Stevens Hotel, in financial dif- 
ficulty in early Summer, handled an 
average of 5,500 guests in its 3,000 
rooms for the three months from 
June 15 to September 15. Early Fall 
saw them with back taxes paid up 
and a financial position of unbeliev- 
ably greater strength. 

The Blackstone Hotel, closed by its 
receivers in early Spring, opened its 
doors shortly before the opening of 
the Fair. A few weeks later it was 
turning away applicants for accom- 
modations. 

Hotel men say, “There were but 
too good spots for the hotel business 
this Summer—Chicago and Wash- 
ington. The Fair and NRA.” 


SPEED THE 


NEWS 


OVERNIGHT CHANGES 


How to tell everyone 
about them, quickly! 


XCITING DAYS, these. Things 
are happening, changing... 
often overnight. New prices... new 
codes in effect . . . new trade prac- 
tices. ‘Almost every day there’s news 
that your salesmen, your entire or- 
ganization, your prospects, your cus- 
tomers have to know about. 

The way to get this news to them 
hot off the griddle is to make full use 
of your office duplicating machine or 
the facilities of your local letter shop. 

But to keep it from looking like a 


YES SIR, ILL 
WRITE HAMMER- 
MILL FOR THOSE 
|OO SHEETS 


IF YOU USE MIMEOGRAPH PAPER 
we invite you to test Ham-. 
mermill Mimeograph. Simply 
mail the coupon for a free 
100-sheet package letterhead 
size. With it we will send you 
a new portfolio showing what 
really can be done with a 
good mimeograph paper. Test 
Hammermill Mimeograph 
with a regular run and com- 
pare results. : 


Name. 


HAMMERMILL Paper CoMPANY, Erie, Penna. 


Please send me without charge the 100- 
sheet test package of Hammermill Mimeo- 
graph Paper together with your new port- 
folio of mimeographed work. (Sent free 
anywhere in the United States. Outside 
U. S. 50¢.) : 


Position 
Make and model of machine______ _ 


(Please be suré@to attach coupon to your company letterhead) 
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“hurry-up job”—be sure these mes- 
sages are on Hammermill Mimeo- 
graph Paper. Ask your printer to. 
print an extra supply of letterheads 
or a special heading on Hammermill 
Mimeograph. It has the crackle and 
appearance of quality; puts real char- 
acter into your message. You can 
sign your name in ink without a trace 
of blurring. You can even erase on 
Hammermill Mimeograph and re- 
write neatly. 

Hammermill Mimeograph will run 
through duplicating equipment at 
high speeds. You'll hear no com- 
plaints about smudging or operating 
troubles. 

Let Hammermill Mimeograph 
speed the news of changes in your 
business—and still convey the right 
impression of your firm. 


>» wAMMERMIL; 
IMIMEOGRAPH PAPER 


BY THE MAKERS OF HAMMERMILL BOND 
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The Egry Speed-Feed 

in the offices of the 

Columbus Metal 
Products, Inc. 


“We recommend it 
—THE | ¥ 
SPEED -FEED 
SAVES 
TIME” 


Says Columbus 
Metal Products 


Y the installation of the Egry 
Speed-Feed we have saved 
considerable time in billing and 
the writing of orders as well as 
having taken a lot of the monotony 
and drudgery out of this feature of 


the office routine.” 

That’s what the Columbus Metal 
Products, Inc., Columbus, Ohio, writes 
about’ its Egry Speed-Feeds. The Egry 
Speed-Feed automatically interleaves and 
withdraws carbons. Eliminates the costly 
expense of pre-inserted (one-time) carbons. 
Reduces lost motion to the minimum. 
Used with Egry continuous stationery, it 
speeds up the issuance of all business 
forms, ' 

Adaptable to any standard typewriter 
and Burroughs Typewriter Billing Machine 
(Moon Hopkins) without any change in 
typewriter construction. Slips on 
or off in an instant. 

Five minutes demonstration of 
the Speed-Feed will prove its 
value to you. Use coupon for ce 
.more complete information with- 
out. obligation. WE DO OUR PART 


THE EGRY REGISTER COMPANY 
DAYTON, OHIO 


Sales Agencies in all Principal Cities 


cé 


MEMBER 


It’s more important 
to know your costs 
today than it’s ever 
been. NRA Codes 
have seen to that. 
Without red tape, or 
costly procedure an 
Egry Register Sys- 
tem will give you 
the initial facts 


EGRY 
SPEED-FEED 


Soe eRe meee eres ene e eee en eee a eee enna anne ee eeenneeeeneeeesecesencecenccence: ew eeenennns 


THE EGRY REGISTER COMPANY 
- Dayton, Ohio. 


I’m willing to learn how an Egry Speed-Feed will 
pay for itself in less than a month’s time. Also tell 
me how I can use an Egry Register System. 


which these 


costs are deter- 
mined, Let us 
demonstrate. 


After all, the final figures are not 
of first importance. The greater 
story is in the spirit and tenacity with 
which Chicago business tackled, and 
carried through, a gigantic work 
against what many “wiseacres”’ called 
insurmountable difficulties. 


They met the threats of the “Big, 
Bad Wolf,” Depression, with intelli- 
gent planning, aggressive advertising, 
and selling. 

And the “Big, Bad Wolf” slunk 
off to easier prey—his tail between 
his legs. 


6 Motives You Must Use in Your Letters 
(This article starts on page 496) 


friends’—and the copy pulled its 
head off. The “social shame” of 
catarrh stimulated a much greater ac- 
tion response than Personal Fear. 

The Roycrofters in their Christmas 
Card letters include a clever pride ap- 
peal and do it most adroitly in a four- 
line paragraph which reads: 

Of course, the designs are all original 
with us. You can’t buy them in the stores 
—and that friend you meet at the card 
counter will never send out cards like these! 

Listerine came along years ago 
with its antiseptic and talked Germs 
(Personal Fear) for years—making 
only mediocre progress. Then Mil- 
ton Fuessle hit on the “Halitosis’’ ap- 
peal—“‘even your best friends won't 
tell you’”’—which was an out-and-out 
appeal to the Pride-Shame Motive— 
and with this they made the biggest 
success in the antiseptic field. 


Reader must accept fear stimulus 


It should be remembered that a 
preacher can talk “hell-and-damna- 
tion” until it no longer has any ac- 
tion value. You can threaten your 
reader with fear thoughts so plainly 
and crudely that the reader recognizes 
your white sheet and your terror-at- 
tempting “Boo’s” as old stuff—and 
all action value then instantly departs. 

A motive is not a spring of action 
unless the reader accepts the stimulus 
and reacts to it—and it is possible to 
scare your readers so blatantly that 
the fear-impulse is not accepted or 
acted upon. | 

Overstreet touches this point when 
he says: “The secret of all true 
persuasion is to induce the person to 
persuade himself. The chief task of 
the persuader, therefore, is to induce 
the experience. Do this and the rest 
will take care of itself.’’ 

And even Pascal, writing three 
hundred years ago, remarked that 
“people are generally better per- 
suaded by the reasons which they 
have themselves discovered than by 
those which have come into the minds 
of others.”’ 

To sum up, there are six definitely 
known twin-springs of action which 
move letter-readers to act. Rightly 


utilized, these motives make folks clip 
coupons, write letters, telephone deal- 
ers, call at counters, take trips at 
home and abroad, adopt new methods 
—in short they compel readers to feel 
as the advertiser wishes them to feel 
—then to take the normal human 
course—to act as they feel. 

To determine the right motives or 
group of motives to which your ap- 
peal can be most effectively directed, 
is often difficult. Already cited is 
the case of the catarrh remedy which 
failed in its fear-of-tuberculosis ap- 
peal, but succeeded with its pride ap- 
peal based on the offensiveness of 
catarrh to your friends. 

Insurance men, figuratively, used to 
drive the hearse right up to the front 
door in their efforts to sell life in- 
surance. That appeal was a com- 
parative failure. Most life insurance 
is sold on the welfare-of-the-family 
appeal and even in large cases, this 
forethought-for-family is a moving 
reason back of the purchase of life 
insurance. 


Many-motive appeal most effective 


Few propositions are best sold by 
an appeal to only one motive. As 
Shakespeare said: ‘‘The elements are 
so mixed in him’—meaning man— 
that the many-motive appeal is often 
the most productive. 

Determination of the relative im- 
portance of different motives and of 
the order-of-motives in making the 
appeal is a task worthy of endless re- 
search in any business until you are 
certain that you have discovered the 
inevitably effective procedure. 

One large mail order agency makes 
a personal call test of headlines and 
appeals ; this is checked by direct mail- 
ings incorporating the same appeals; 
and these findings are then used in 
the client's publication advertising. 
Five hundred personal calls, distribu- 
ted over five separate localities with 
a dozen appeals being» tested, will 
usually divulge information of the ut- 
most value in making up appeals to 
reach the most responsive motives. 
There is only one rule for success— 
keep on testing. 
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The Business Book Shelf 


By TOM THACKERY 


HE most book fun I have had 

in the last thirty days has been 
with H. G. Wells “The Shape of 
Things to Come.” Wells has always 
been well read by American business 
men; he sees into the minds of work- 
ers and executives. His characters 
talk the thoughts of those who have 
responsibilities and of those who 
carry out orders. 

This is a history of the next cen- 
tury; a “speculative spree,’ Mr. 


Wells calls it. It tells of the outcome 
of present-day world affairs and of 
the progress in thinking and in edu- 
cation that leads to the establishment 
of a world state and to the sociali- 
zation of property. ‘We are rich 
universally because we are no longer 
rich personally,” says the “Keying-up 
Plan of 2060.” 

The book is an interesting and 
brilliant prophecy. It will appeal to 
the business man, also, because Wells 


ee ee a eee ae eee ere ae ee ine renee Oe 
System's Tabloid Book Guide 


Of Primary 


Interest to: 


Anyone who makes con- 
tracts, especially top execu- 
tives, credit men, sales 
managers, and sales pro- 
prietors. 


Although not about this Top executives, association 


officers and managers, stu- 
dents of business. 


Anyone who saves money 
especially those whose se- 
curity and real estate in- 
vestments have been un- 
satisfactory. 


Title Price 
Author Pages Chief Features 
Publisher Rating* of Value 
Business Law $3.50 Good coverage of business 
R. S. Bowers 532 law; complete text of unti- 
Prentice-Hall S,X form sales, uniform part- 
nership, and _ negotiable 
instruments acts. 
Can BUSINESS $3 
GOVERN ITSELF 265 present emergency, this is 
E. L. Heermance T,E  thought-provoking with 
Harpers bearing on NRA and Swope 
plan problems. 
Lire INSURANCE $2.50 Thorough discussion of use 
AS INVESTMENT 291 of all kinds of life insur- 
S. Huebner S,X ance as investment, includ- 
and D. McCahan ing protection of business 
Appleton-Century interests. 
MAKING THE Most . $1.50 A reminder of the things 
oF Your INCOME 180 you should have done years 
Harvey Blodgett E ago to have kept more of 


Macmillan 


THe AMERICAN TRANS- $3 
PORTATION PROBLEM 915 


H. G. Moulton S 
and Associates 
Brookings Institute 


your income. Not technical. 


Research report prepared 
for the National Transpor- 
tation Committee of which 
Calvin Coolidge and Al- 
fred E. Smith were chair- 
men. 


Most inspiring, for young 
men; fine for anyone who 
will pay attention to its 
teachings. 


Those interested in broader 
aspects of transportation 
of all kinds including rail- 
roads, waterways, air, in- 
terurban, and pipe lines. 


COLLECTIVE BARGAIN- $3 
ING IN CHICAGO 396 


C. L. Christenson S 
Univ. of Chicago 


An inclusive and exceed- 
ingly detailed study of 
trade-unionism in a sample 
area and of union strength 
in collective bargaining. 


Those making a thorough 
study of collective bar- 
gaining. 


S HORTSELLING $2 Dialogue “trial” of short All those who are thinking 
THE U.S. A. 315 selling which is found about re-making our busi- 
D. McD. Bruner E,T — guilty of causing the de- ness and economic ma- 
Winston pression. Its abolition chinery. 
urged. 
ESSENTIALS OF A $1 Outlines basic principals in Executives, personnel man- 


PROGRAM OF UNEMPLOY- 68 
H, X 


MENT RESERVES 
National Ind. 
Conference Board 


establishing reserves for 
unemployment insurance; 
has useful table summar- 
izing present plans. 


agers, and other students 


of unemployment problems. | 


THE FEDERAL 


J. L. Laughlin A 
Macmillan 


$3.50 
RESERVE ACT 400 


Best. book yet on origin, 
history, and present prob- 
lems of Federal Reserve 
System. Complete, but con- 
cisely written. 


Bankers; students of na- 
tional finance; those who 
influence national legisla- 
tion. 


ois aii i ce dee 6 ak ett! Lot tee a) om apse eee ere et pes 
*Rating: H—vValuable as desk handbook. E—Easy to read. T—Timely discussion. S— 


For the earnest student. 


X—Text book type; for learning and reference. 
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can increase the 
business capacity 
of the “brain trust” 
in your firm 


20 V0 to 50 To 


Every executive-dictator needs a PRO- 
TECHNIC EDIPHONE if he is to keep in 
step with today’s business conditions! 
It is difficult to add to your firm’s “brain 
trust.” (Each man is experienced, hard- 
to-replace.) But it is easy to give each 
dictator an assistant that will increase his 
business capacity 20% to 50%! 


See the PRO-TECHNIC EDIPHONE— 
the most popular development in dic- 
tating machine history! It is dust-proof, 
“tailored in steel,” dignified in design. 
And — its “Balanced Voice Writing” — 
makes dictating easier! x * * Desk 


designs are available. 

You do not buy a PRO-TECHNIC until 
it demonstrates all that you expect in 
accomplishment! For full information, 
telephone The Ediphone, your city. Or 
write to— 


a Edvon~ INC. 


| am interested in increasing my firm's business capacity. 
M-11 

Name 

Address 
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OFFICE space 
in New York 


An easy place for employees 
to reach 


The new McGraw-Hill Building is 
right in the hub of interborough rapid 
transit lines. Three different subway 
systems converge at its doorstep, 


Three blocks away are the West Shore 


ferries to New Jersey. The Pennsyl- 


vania, Long Island, New York Central 
and New Haven railroad terminals are 
within easy walking distance or may 
be reached by subway or trolley. The 
9th Avenue “L” is half a block away 
as is New York’s newest and fastest 


subway, the Independent System. The 


commuting time of tenants from their 
home stations to the McGraw-Hill 
Building averages: 


Rene FOGG, A. Uscscsccs a-....35 tin 
Forest Hills, L. I.. ae, . Vo 
Flushing, L. I.. Bee 


W. Englewood, N. J. (Inc. ferry). 50 
Montclair, N. J. (Inc. =— * Ce 


Trenton, N. J.. ‘ eas - 80 se 
Greenwich, Bonk: peeee) le o 
EE Me Uebcues ss. e,.-..50 * 
ee Oe 8 es cys Giewees... 45. °°? 
A delightful place for 


office help to work 


Sunlight is something that cannot be 
rented everywhere in New York. Yet 
it is in effect a construction material 
that has been generously used in the 
McGraw-Hill Building. 


Acres of 4-in. plate glass are used 
in 4000 windows to floodlight our 33 
floors of space with sunshine. The 
location of the building just outside 
the tall building district provides no 
obstruction on any side to neutralize 
the advantages that Raymond Hood 
designed the building to provide. 


Here you will be associated with a 
diversified tenancy of high grade busi- 
ness firms. Space is easily adapted to a 
wide range of requirements. Columns 
are widely separated, permitting wide 
areas of sun-flooded space for clerical 
staffs. 


For further information write to the 
342 West 42nd Street Corp., New York. 


McGraw-Hill 


BUILDING 
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puts into well-chosen words the ideas 
of the men of the future about. the 
management of group effort. Prob- 
ably Wells will never have a reputa- 
tion as an authority on_ scientific 
management, but he can clearly state 
truths about the art of supervision 
that most managers can neither put 
into words nor into practice. There 
is, for instance, a discussion (pages 
375-378) of the increasing need for 
loyalty to ideas instead of to the 
ambitious and concentrated leader- 
ship of individuals. You will like the 
book. (431 pages. $2.50. Mac- 
millan. ) 


fFkom Secretary Robert P. Brecht 
of the National Office Manage- 
ment Association comes word that 
copies of the proceedings of the an- 
nual conference can this year, as 
usual, be purchased by non-members. 
The price is $5; the secretary’s ad- 
dress is Wharton School, University 
of Pennsylvania, Philadelphia, Pa. 

These proceedings include valuable 
and authoritative papers summarizing 
developments in the field of office 
management. The general subject is 
“Dynamics of Office Management in 
1933”; among the subjects treated 
are: Office Location and Facilities ; 
Improving Methods, Records, and 
Equipment; Investigation and Con- 
trol. of Records; Communication; 
Personnel Problems. 


O ALL those who have tried to 

learn what makes some letters 
“pull” better than others, it will be 
welcome news that Ben Sweetland 
has written a course on “Sales Letter 
Writing and the Fundamentals of 
Direct Mail Advertising.” Ben 
Sweetland’s previous writings are 
well and favorably known among 
sales and advertising men _ every- 
where. 

The course was tried out among 


the members of the Six O’Clock Club 


of St. Louis and the results were 
thoroughly profitable to the members 
—profitable in dollars and cents as 
well as in increased knowledge. Now 
the course is sold as a series of ten 
lessons, each of approximately 25 
typewritten pages by Gerding Pub- 
lishing Company, 421 N. Eighth St., 
St. Louis, Mo. 

Sweetland’s principles of letter 
writing are discussed under three 
headings: (1) Facts Before Figures 
—purposes of letters, overcoming re- 
sistances; (2) Attitude of Mind in 
Writing Letters; (3) The Three Ap- 
peals—emotional, . intellectual; and 
automatic; (4) Study of the Market; 
(5) Study of the Product ; (6) Cause 


and Effect—planning the building of 
the letter ;'(7) The Big Little Details 
—tests to apply; (8) Co-ordinating 
Mediums; (9) Laying Out the Cam- 
paign—choosing the theme; (10) 
Format of Mailing Pieces. 


AN UNEMPLOYMENT INSURANCE 
MaNnuAL—Paul H. Douglas, Profes- 
sor of Economics, The University of 


Chicago, is unquestionably one of this 


country’s best authorities on industrial 
relations. In “Standards of Unem- 
ployment Insurance’ he, in a 
thorough-going fashion, takes up such 
questions as the cost for such insur- 
ance, whether it should be voluntary 
or compulsory, the proper scope of 
legislative acts, conditions of eligi- 
bility for benefits, and so on. Forty- 
three pages of appendices include 
complete discussion of the Wisconsin 
Act and similar material from other 
sources. (251 pages. $3. University 
of Chicago Press. ) 


History AND PropHEcy.—In “The 
Great Depression and Beyond,” by 
Lloyd M. Graves, economic adviser to 
the Brookmire Economic Service, Inc., 
the main tendencies in this Twentieth 
Century civilization are reviewed, and 
a history of what led up to the present 
depression is given. In Part Four— 
“Undercurrents in the Main Flow, 
1932 and Beyond’’—there are sugges- 
tions as to how this great depression 
may affect the future of civilization. 
A book for the business man who 
thinks. (192 pages. $2. Brookmire.) 


Tue Law or THE Skirs—Evidence 
of the growth of aviation comes with 
publication of “Aircraft and _ the 
Law” by Harold Lincoln Brown, 
LL.B. The book is considerably 
more than a summary of conventions, 
statutes, and regulations; it is a com- 
plete review of the legal aspects of 
airspace ownership,. contractual ele- 
ments of air travel, negligence, crim- 
inal activities, insurance, liabilities, 
Federal and State control. There is 
included a valuable list of authorities 
and of cases. (359 pages. $3.. Robert 
O. Ballou.) 


Tom Thackery is the nom de plume 
of a rather bookish business man who 
has important managerial responsibili- 
ties in one of America’s best known 
companies. You can write him in care 
of this magazine if you wish suggestions 
as to books on any business subject. 

You can also order books through 
him—simply send your check made out 
to “System and Business Management.” 
Add 10 cents a book for postage. Books 
thus ordered cannot be returned. ~ 
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< : Senphitied Procedures Reduced Operating Costs 
(This article starts on page 494) 


shipping information was omitted 
either. A very searching study of 
the use made of the various copies 
of the order showed that only three 
copies were absolutely essential. Of 
course combining the groups helped 
in this reduction, but it was found 
that other copies were being made 
which were serving no particularly 
useful purpose. 

It was necessary to scrap the.stock 
of the old forms which remained on 
hand and that’s where we got an 
example of waste with a capital W. 
More than three years’ supply of 
these forms—the double-paged 
forms, too—were on hand. Also 
more than a year’s supply of every 
copy sheet, and in one case as high 
as five years’ supply .. . $550 worth 
of printed forms. And remember, 
these were hectograph forms, many 
of them already two years old. Why 
in the world did any one order that 
many? To get the benefit of a quan- 
tity price, of course. 


Our company no exception 


Now, don’t get the idea that this 
proves our companies wasteful and 
extravagant and inefficient. Not a 
bit more so than most companies. 
Maybe not as much, for our com- 
panies have been working hard on 
these matters for the past several 
years. And we've accomplished a 
great deal. Especially so in this mat- 
ter of waste, and it is on that par- 
ticular part of our program that I 
want to dwell, especially because it is 
there that I feel we can point with 
pride. 

But first, let me give you one or 
two more illustrations, before going on 
to this second part of my discussion. 

Our analysis of Purchasing De- 
partment procedure has led to writ- 
ing the purchase orders and receiving 
ticket in one operation. It has led 
to a uniform purchase order in all 
of our different works. 


Uniform purchase order 


Our interworks order is now writ- 
ten in hectograph so that the order 
itself, the shipping papers, and the 
receiving papers are all reproduced 
from one writing. 

Our manufacturing information is 
written in hectograph on a_ form 
which provides at one time the neces- 
sary time cards, stores requisitions, 
and costing records. 

Our accounts receivable and credit 
records are combined and the clerical 
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forms as well, wherever possible to 
do so. : 

We have centralized most service 
activities, such as stenographic work 
and filing. | 


Measured incentive plans 


We have very intensively worked 
out and applied measured incentive 
plans to our stenographic service and 
to much of our clerical work. 

Within each individual office we 
have analyzed and are continuing to 
analyze our methods of doing things. 
These are the things we look for: 

1. Are we transcribing when we 
can get along with one writing? 

2. Are we making too many copies 
of anything? 

3. How many different records are 
we keeping of the same thing? 

4. Why are we using registers 
when files containing the same in- 
formation are already available? 

5. What clerical forces and records 
can logically be brought together? 

6. Are we doing the same thing 
in the same way in different offices, 
and is that way the one best way? 

7. Are we making unnecessary re- 
ports? (We usually are.) 

8. Are we paying for supervision 
only, when all we need is a working 
supervisor ? 

9. Are we being too careful and 
painstaking ? 


$400 expense cut down to $7 


10. Are we ordering supplies that 
we do not need? An example of 
this occurred in one of the central- 
ized filing departments. Near the 
close of 1932 the head file clerk 
presented to the office manager a 
request for almost $400 worth of 


equipment, including indexes, folders, 


transfer cabinets, labels, sorters and 
additional filing cabinets. Investiga- 
tion showed that two extra indexes 
were available in the transfer files, 
and indexes cost real money. By 
destroying papers which were being 
kept longer than necessary, by reduc- 
ing transfer time from a year to six 


months, by using again the 1932 


folders and labels in the active file 
instead of transferring them with 
their contents, the amount of the 
requisition was reduced to $7. That 
was for one sorting tray which we 
did need. And in addition to this 
saving we now have some transfer 
cabinets and filing cabinets to spare. 
Let us turn now to the problem of 
forms standardization, which is very 


Save 90% 


with 


Joyce Spring 
Post Binders 


You can save 50% on loose leaf 
binder costs, because one Joyce Spring 
Post binder serves both as current 
and permanent record. Exclusive pat- 
ented features make this possible. 30 
years experience in transferring and 
binding office records are reflected in 
this unusual utility of the new Joyce 
binder which has been adopted by 
leading business, utility and govern- 
ment offices. Likewise thousands of 
smaller firms find it equally efficient. 


Flexible spring post 


Self-binder with 
detachable outside 
lock .. 


Always Opens Flat. 


Note these unusual  features—Flexible 
Spring Post Self Binders with Detachable 
Outside Lock, as illustrated, made to fit 
any size sheet or form the Flexible Spring 
Post enables the binder to always open flat 
thus allowing easy references and clear 
visibility of the entire page: detachable 
outside lock which keeps records intact; 
simplicity and durability, easy operation 
and our definite guarantee of full satis- 
faction. We also offer Joyce Binder Glue 
which is a strong adhesive designed spe- 
cially for affixing canvas backs to Joyce 
Spring Post Binders. 


Write for leaflet “Cutting Binder 
Costs 50%.” No obligation 
of course. 


The Edward J. Joyce Filing Co., 
56 West Washington St., 
CHICAGO, ILL. 


Please send me, at once, your leaflet ‘‘Cut- 
ting Binder Costs 50%,”’ at no cost to us. 
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Practically indestructible. Made of 
National H-A-R-:D Vulcanized Fibre— 
one material that will not dent, rust, 
crack, split or splinter. Guaranteed for 
5 years. Vul-Cot is standard in 87 per 
cent of business offices in America. 


At Stationers and Office Furniture Stores 


NATIONAL VULCANIZED FIBRE CO. 
Wilmington, Delaware, U.S. A. 


A Kingly Residence 
inthe Queen City 


Regal in size, in majestic 
beauty of interior, in sump- 
tuous luxury..in fact- regal 
in everything except price. . 


Finest of fine food quickly 
and efficiently served in 
electrically cooled dining 
rooms. Bath and servidor in 
every room. Single from 


$230 


“HOTEL 


SINTON | 
ST. NICHOLAS 


Cincinnati — 
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| possibilities 


and supplies. 


| closely connected with work on office 


systems. 3 

Few indeed are the organizations 
which realize the magnitude of the 
for savings and _ for 
improvement in efficiency through 
a forms standardization program. 
When the possibilities are really un- 
derstood by the management of an 
organization no time is lost in put- 
ting into effect a thoroughgoing plan, 
backed up directly by the most im- 
portant executives of the company. 

The work is not left to individual 
department heads. It is not added 
to the work of the stationery store- 
keeper, or to the buyer of printing 
It is not made a part 
time job which some one adds to his 
present duties. You cannot accom- 
plish anything worthwhile, and you 
might as well do nothing, unless you 
have a carefully organized plan, a 
definite leader assigned to the work, 
and unless there is absolute and un- 
questioning support of that leader by 
the management. 


Steady increase in savings 


All of the objectives to be at- 
tained by a forms standardization 
program can of course be condensed 
into one word “Savings.” It is only 
fair then that we consider right at 
the beginning just what savings can 
be secured by a thorough and deter- 
mined program. The answer is that 
practically any company can _ save 
from 35% to 40% of its total an- 
nual expenditures for forms, print- 
ing, and stationery items. 

In our companies, where we have 
been spending upwards of a _ half 
million dollars each year for such 
materials, you can readily realize why 
we have stressed this work so greatly, 
why we have been at it steadily for 


two years, and why we are deter- . 


mined to carry it through to comple- 
tion. For we have found that we 
do not have to wait until the whole 
job is done to begin to realize sav- 
ings. We have been realizing them 
now for some time and they are in- 
creasing daily as our work is pursued 
further. 


Form standardization 


To secure this 35% to 40% ex- 
pense reduction, the attainment of 
six objectives is necessary: 

1. Elimination of unnecessary 
forms. 

2. Combining of similar forms. 

3. Securing forms of proper size. 

4. Designing forms properly. 

5. Standardizing paper. 

6. Eliminating unnecessary colors. 


There is considerable to be said ~ 
| about what can be done under each 


of these six headings—more than can 
be said here. 

No matter how small the company, 
this problem of forms standardization 
is important enough to demand the 
attention of the most capable men 
available. It is not a one-man job— 
nor a part time job for any one man. 
It requires the combined effort of 
many people and it requires the de- 
finite support of the management. 
Consequently those engaged in carry- 
ing on the work must be people who 
can secure cooperation. They must 
be salesmen of a high type. They 
must have a knowledge of pro- 
cedures. They should know how to 
deal not only with clerks but: with 
executives. 


Specialists employed 


We started by employing an organ- 
ization that specialized on printing 
economies. They studied our print- 
ing and forms situation and advised 
with us as to instituting and carrying 
on this program. | 

We have appointed a forms repre- 
sentative in each major department, 
and one in each outlying works, 
district. office and subsidiary com- 
pany. The forms representative is 
the point of contact between his de- 
partment or office and the head- 
quarters group in charge of forms 
standardization. He passes on the 
necessity for forms, requisitions new 
forms, confers with the proper per- 
sons on all changes suggested by the 
forms standardization committee, and 
on changes suggested by his own de- 
partment or office. He represents 
the central forms standardization 
group in seeing that forms are prop- 
erly ordered, and supervises, within 
his department or office, the analysis 
of existing forms, and the organiza- 
tion of proper stock control. 


Enlist cooperation of all 


Our central organization consists 
of a’supervisor, a forms designer and 
contact man, a file clerk, a steno- 
erapher, a record clerk, and two 
draftsmen. ‘We would recommend 
that the central organization in 
charge of the forms standardization 
program be capable of carrying on 
the work indicated by the duties of 
the above people, though the smaller 
companies can, of course, operate 
with fewer individuals. 

In the smaller company the whole 
matter of analysis of forms, elimi- 
nation of unnecessary forms, study 
of routines, and in fact the entire 
program might conceivably be carried 
on by one group working with the 
different departments. With us, how- 
ever, it was necessary to enlist specific 
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If N.R.A. Fails 


What Will Happen to 
YOUR Business? 


If N.R.A. succeeds everything 
will be fine. But if it fails, 
what will happen to YOUR 


business ? 


Plenty has been said during 
the past three years about 
business cycles. But not until 
now has a simple plan been 
developed by which a busi- 
ness man may easily forecast 
for himself what will happen 
in the future. 


How to Forecast the 
Trend of Your Business 


From an exhaustive study of data 
prepared under the direction of 
Leonard P. Ayres by the Cleveland 
Trust Company, Perry O. Craw- 
ford, President of the Federal Pub- 
lic Service Corporation, has pre- 
pared a big four-foot wall chart by 
which the trend: of business may 
be foretold with ease and certainty. 
In simple language he tells how 
this chart was prepared and how 
to use it. 


The Law of Business 
Made Clear 


Here is disclosed a rhythm of busi- 
ness as immutable as the laws of 
nature; the same cycle of birth, 
growth, senility and death, as re- 
current as the seasons. Here is 
disclosed the time of the next pros- 
perity, of the next decline. Here 
is shown what conditions will prob- 
ably prevail during the next six 
months, the next year. 


You have always been able to plan 
for the coming of summer, for the 
approach of winter. Now you can 
plan with equal certainty for the 
coming prosperity and for the next 
few months. 


Send for your copy 
at once 


“How to Forecast the Trend of 
Your Business” is published in a 
handsome _ twelve-page brochure. 
Included with it is a large four 
foot wall chart for measuring the 
future. Send at once for your 
copy. We will send you a bill 
later for $1.25. If you send cash 
with order, price is only $1.00. 
Address: 


SYSTEM 


and Business Management 


330 West 42nd St. 
New York, N. Y. 


cooperation of individuals and com- 
mittees in each office. The things we 
do in their entirety in the head- 
quarters organzation are design of 
forms, selecting of paper and actual 
production of forms and other printed 
literature. Of course details of pro- 
cedure to be followed in all works 
and offices are planned at and issued 
from headquarters and headquarters 
representatives confer with and help 
the local people assigned to the work. 


Problem of oversupply 


Many times during our work, and 
I am sure you have the same experi- 
ence, when we have wanted to change 
a procedure in order to improve its 
efficiency or to save expense, we have 
been told “that would be all right, 
but we have two years’ (or three or 
four or five) supply on hand. What 
shall we do with them?” Then we 
have to decide whether we can oper- 
ate with the old forms or whether we 
had not just better throw them away 
and take the loss. Being of Scotch 
descent I find it very difficult to throw 
away perfectly good material of any 
kind. 

We have. made mistakes in carry- 
ing on this work, and will probably 
make more. Several of these mis- 
takes I want particularly to warn 
against. 


Unapproved changes resented 


The first was that in our zeal to 
standardize forms, to secure the right 


‘size and the proper paper so as more 


quickly to reach our ultimate goal, 
we sometimes made minor changes in 
forms without first going to those 
who used them and discussing these 
changes. We felt, and very honestly, 
that our changes were not of such a 
nature as possibly to affect the use 
of the forms. But we do not do this 
now. No matter what change we 
make, we or the forms representa- 
tives get approval for it, before we 
put it into effect. We fotind that 
even minor changes were resented if 
the particular individuals concerned 
were not consulted first. It is human 
nature, I suppose, but it is certainly 
a fact that a man will try hard to 
prove us right if we go to him and 
tell him what we suggest and why, 
whereds he will find innumerable 
reasons to show that we are wrong 
if we make changes without consult- 
ing him. ; 

The second thing to be careful 
about is the relationship of forms to 
procedures and routines. Often a 
change in a single form may affect 
the routines of several offices. Be 
sure that all such possible angles are 
covered before you change things, 
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TEMPLAR PENCILS 
After You Buy °"Em 
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and genuine SOUTHERN RED 
CEDAR — made it easy and eco- 
nomical to sharpen, long lasting, 
smooth writing. (Buy TEMPLAR 
Pencils for economy and satisfaction. 
Hexagon shape, yellow finish, 5 de- 
grees, with eraser. 5c at your dealer’s. 
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problems cut calculating time in half. 
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hourly or weekly basis. 

' The New 35 Hour and 40 Hour weekly 
basis calculators are now ready; answers 
in 4% hour steps. 

Hourly basis calculators have answers in 
% hour or 1/10 hour steps. 

End mistakes—double speed with precal- 
culated, verified answers. 


10 DAYS’ TRIAL FREE 


Send for full information 


Meilicke Systems, Inc. 
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H. A. Hopf and Company 
Management Engineers 
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Management, Engineers 


Office procedures and incentive plans de- 
signed for your particular business. 


Exsert Hussarp If 
CALLS WILLARD 


“RESIDENCE OF 
PRESIDENTS” 


* WASHINGTON is a 
place of political appoint- 
ments — but whether 
yours are political, ,busi- 
ness, or social appoint- 
ments, you will facilitate 
your contacts, and distin- 
guish them with the right 
social background, in se- 


lecting The Willard Hotel. 


Single Rooms with Bath $4 up 
Double Rooms with Bath $6 up 


Ome 
WILLARD HOTEL 


Washington, D. C. 
H. P. SOMERVILLE, Managing Director 
P. S.—Mr. Coolidge, Mr. Taft, and 


Mr. Harding stopped at The Willard 
before their Inauguration. * 


and be sure that those with whom 
you deal are familiar with the pro- 
cedures so that you receive complete 
and accurate advice. It is particu- 
larly important that office systems 
work and forms standardization go 
and in hand. 

The third error most of us are 
likely to make is in not giving the 
complete story to all those who are 
working with us. They should be 
told what we are trying to accom- 
plish. They should have the whole 
broad picture of the possibilities 
placed before them. We should tell 
them why size and paper and design 
mean so much. They should know 
we are not changing forms just be- 
cause of some peculiar ideas we may 
happen to have. Only by complete 


understanding can you secure com- 
plete cooperation. 

Last—but by no means least—do 
not hold things up. Do not try to 
do everything at once, or you will 
do nothing. If changes are neces- 
sary, but impractical because of time 
limitations, let them go for the pres- 
ent. Remember that the work of a 


department may be seriously incon- 
venienced if working papers are not — 


available when needed. There is no 
surer way to retard your whole prog- 
ress than to have others feel that you 
have been inconsiderate of their daily 
tasks. In short, if you are to serve 
your company best you must first 
serve the individuals in the company 
—promptly, courteously and_ eff- 
ciently. 


10 Guideposts to Profits 
(This article starts on page 487) 


daily, if desired, so that the manage- 
ment is currently informed of trou- 
ble as soon as it starts and can rec- 
tify it. 

Modern source costs make it pos- 
sible to get these control figures as 
often as necessary at very little ex- 
pense. One clerk should be able to 


draw them up for a plant of around - 


400 workers. Red tape, complexity, 
duplication, gathering of unnecessary 
figures and excessive clerical expense 
in general have no place in modern 
cost systems. 

An extreme instance of the value 
of proper costs is that of a man who 
bought a factory for about $200,000 
early in the depression. He paid for 
it out of profits the first year and 
1932 was equally good. He credits 
this unusual attainment largely to the 
close control he had on his costs. 

Most codes provide for statistical 
reporting, and the Administration 


urges the use of uniform cost ac- 


counting. 
Watch for duplication 
9. All routine should be simplified 


to the utmost, consistent with a maxi- 
mum degree of control. 

There has been a tendency to over- 
elaborate all kinds of paper work. 
Duplication of records’ and of ac- 
tivities is common. Further, it is rare 
to get full value received from 
clerical help. In spite of the fact that 
during the depression these wastes 
have been reduced, there is a tendency 
to over-build the clerical force when 
business comes back. This should be 
prevented. 

All office routine should be scruti- 
nized to make certain that it is needed, 


that it is as simple as possible, that it 
is being done in the best way and 
that there is no duplication. 

10, Finally, and above all, make 
sure that management is effective. 
Management should provide itself 
with proper controls. Make certain 
that it is balanced—that neither the 
factory, sales. nor financial end has 
undue domination over the others. 

See that all of management’s ac- 
tivities and policies within the com- 
pany are co-ordinated and in balance 
so that all pull together as a team 
with perpetuation of the business and 
the maximum of profits as the goal. 


Government control 


_ Then see that the management co- 
operates to the utmost with outside 
agencies—the government and your 
trade association—so that business 
will permanently eliminate bad trade 
practices~ and continuously secure 
reasonable profits. 

It is the evident present aim of the 
government not to exert control over 
industry unless forced to. It is, 
rather, trying to exert merely a con- 
trolling influence. Whether govern- 
ment. will ultimately use strong 
control methods depends largely upon 
the cooperation it gets directly or in- 
directly from the managements of in- 
dividual companies and their trade 
associations. 

One thing seems certain: Govern- 
ment is not going to force any con- 
cern to achieve low cost production. 
But it appears that the low cost, effi- 
cient producers will be on the pre- 
ferred list and will prosper, while the 
high cost ones may have hard going 
and even fall by the wayside. 
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Step off your train in Cleve- 
land’s new Union Terminal, 
step into Hotel Cleveland 
without going out of doors. 
You'll find yourself in 


Cleveland’s most modern 
hotel, with every metropoli- 
tan comfort and service at 
your call. And you'll be in 
the heart of Cleveland, con- 
venient to any part of it 
you want to reach. 
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CLEVELAND 


Two restaurants and Coffee 
Shop. Rooms from $2.50 
single, $4 double. Floor 
Clerks—Garage Service. 


vn St. Louis tts 
Hotel 


9TH & WASHINGTON 


$2? 50 andup 


Around the Table 
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of any individual who has the power 
or authority to hire or discharge other 
employees. Foremen, asssistant fore- 
men, superintendents, straw-bosses, 
etc., should be declared ineligible. 
The subject of unemployment re- 
lief should be frankly dealt with. 
There is a tendency for management 
to wish to coat this over. This is a 
great mistake. As this is an employee 
organization, the actual terms of re- 
lief disbursement should be left to 
the decision of the governing body of 
the association. One of the main ob- 
jectives of the organization should be 
the study of unemployment relief and 
the creation of a fund for its care. 


Unemployment relief fund 


There should be two separate 
funds. One might be called the Ad- 
ministrative Fund, the other the Re- 
lief Fund. Cash in the Administra- 
tive Fund should be directed toward 
the operating expenses of the or- 
ganization and such social events as 
may be involved. Cash from this 
fund should be transferrable to the 
Relief Fund if necessary. The Relief 
lund should be directed toward ac- 
complishing just what its name im- 
plies. In setting it up, it is well to 
remember that it will be assisted by 
whatever group insurance may be in 
force in the particular plant. Cash in 
this fund should not be transferrable 
to any other use. The by-laws should 
contain a specification which auto- 
matically directs a given portion of 
the dues and other receipts to each 


fund. 
Steps in organizing 


Collective bargaining privileges 
should be emphasized. Whereas 
many management officials would 
prefer to tuck this away out of sight, 
this is a very short-sighted viewpoint, 
and the results are the breeding of 
suspicion and the creation of distrust. 
There is nothing to be afraid of in 
collective bargaining, unless manage- 
ment is actually trying to “put some- 
thing over.’ Collective bargaining 
offers management a chance to pre- 
sent its own views and its own 
limitations in a way which it has 
never had use of before. Again, sin- 
cerity plays an all important part. 

In starting the thing going, the fol- 
lowing steps are suggested : 

1. Organization Committee: Com- 
posed of eligible employees—one 
from each department—chosen by his 
fellows. This Committee should 
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meet with the management and dis- 
cuss the proposed organization, draw- 
ing up a rough set of by-laws. 

2. Election Committee: Composed 
of members of the Organization 
Committee. This Committee should 
divide the Plant into districts—each 
district containing approximately an 
equal number of members, based on 
pay-roll data. One district. should 
contain from one hundred to two 
hundred or so employees, somewhat 
depending upon the size of the com- 
pany. A Governing board consisting 
of fifteen or eighteen representatives 
or trustees should be aimed at. In 
plants of 10,000 or more employees, 
this number should be, of course, ma- 
terially increased, the above figures 
applying to four or five thousand em- 
ployees. In no case, should the board 
consist of seven members. 

3. Primary Election: The Election 
Committee should conduct a primary 
election in each district for the 
nomination of three candidates to the 
board of representatives. 

4. Final Election: The final elec- 
tion should be held not more than 
three days later, and employees should 
be instructed to vote for two of the 
previously nominated candidates. The 
candidate receiving the highest num- 
ber of votes becomes the representa- 
tives from that district. The other 
two candidates become first and 
second alternate in order of number 
of votes cast for each. 

5. These representatives constitute 
the governing board. A _ meeting 
should be held at once for the pur- 
pose of electing their own officers. 


Other points to remember 


Some essential points of a general 
hature follow: 

The secretary should not be an em-_ 
ployee-representative. _On the con- 
trary, he should be a full-time, paid 
employee of the board, if this is at all 
possible. 

No other officer of the association 
should receive remuneration. 

All officers of the association ex- 
cepting the secretary, should be 
bonded. 

Meetings should be held during the 
day in working hours, employees be- 
ing paid by the company for their 
time in attendance, at their regular 
rate. Night-shift men should be paid 
at their regular earned rate for. time 
spent at these meetings. 

Except upon invitation, no manage- 
ment representative should be present 
at any meetings. 

Space on the company premises 
should be offered, but not specified 
for such meetings. 
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I should like to impress again the 
dire necessity for frank, honest deal- 
ings in this most important matter ; 
for utmost restraint in matters of co- 
ercion, or anything that may have the 
appearance of coercion. We are liv- 
ing today amidst new ideas in the 
matter of industrial relations, and the 
sooner each industrial executive 
realizes this, the more quickly he will 
benefit therefrom. These employee 
organizations can be of great benefit 
to industry, itself. Through em- 
ployees much can be learned of the 
efficiency of one’s plant, if executive 
ears are fully open. The success of 
the whole enterprise rests upon man- 
agement’s attitude toward it. 


PauL W. SCHUBERT. 
Bristol, Connecticut. 


DISCUSSION of the problem of increas- 
ing the pay of employees or protecting the 
interests of the stockholders is continued 
in the following letters: 


Employee Bonus Checks 


Our company, like many others, was 
compelled to subject our employees to 
numerous pay cuts. Like John Wash- 
burn’s company, we had unpaid in- 
voices of our creditors waiting for 
the day that a check in settlement 
could be drawn. 

The last cut was put through at the 
time of the Bank Moratorium and 
restored again in July. We hoped to 
maintain the loyalty of our employees 
by telling them frankly our position 
and we believe that loyalty has re- 
mained. In order to keep their confi- 
dence, we have, from time to time, 
issued bonus checks to compensate 
for the last drastic cut made (which 
has since been restored) and we in- 
tend to issue these checks whenever 
the exchequer can spare the funds, 
‘until the full amount is made up. 

When this moral obligation has 
been taken care of, readjustments for 
higher wages will be planned. It was 
not necessary for us to make any 
changes due to NRA for all rates 
were above the minimum required. 
An effort should be made to increase 
purchasing power by the way of in- 
creased salaries, even though the 
stockholders may suffer some, but 
not to the point where stockholders’ 
equities are seriously impaired as to 
principal investment. 

We believe that our products will 
be purchased mainly by those em- 
ployed at reasonable wages and we 
hope to keep abreast if not ahead of 
the general average. 
| FE. J. RELUER. 


Automatic Burner Corp., 
Chicago, Illinois. 


“I SAY! Is this the way to be friends?” 


Would you use a mallet on a cow’s head before 
milking? Would you punch a man’s nose before 
borrowing his pants or a ten spot? 


It just isn’t done, you know. 


Well, why maul a debtor who hasn’t paid? 
Honey catches more flies than vinegar, and kind 
words more shekels than threats. 


TOM’S 
CORDIAL COLLECTION 


COAXERS 


Here is something new in collections—a new series of 41 
letters that will bring the money in from any type or con- 
dition of debtor—letters that leave a smile and a feeling 
of friendship. They forget all the trite, age-old and worn- 
out formalities of letter writing. They talk to your 
debtors on paper as you'd talk to them face-to-face. They 
are written on that idea that you can catch more flies with 
honey than you can with vinegar, and that a pat on the 
back will get better results than a kick in the shins. 


These new letters are printed in a handsome brochure that 
has been thoroughly indexed so that any letter to fit a 
given case can quickly be found. LEach is easily adapted 
to your individual problem. 


Get the money that is due you. Write today for your set 
of “Tom’s Cordial Collection Coaxers” and we will send 


you a bill for $1.25. Cash with order price is only 


$1.00. Address 


SYSTEM and Business Management 
330 W. 42d St., New York City 


When writing advertisers please mention System and Business Management 
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It will pay you as a reader of SYSTEM to read these announcements in each 
so that the advertiser can present the 
lf you have a service, business or em- 
ployment opportunity or product of interest to SYSTEM’S readers, send in your 


First line in small bold- 


issue. Answer those that interest you, 
full facts of his proposition by mail. 


own sales 
RATES. 


message. The cost is small. 
Ordinary Classified. 


20 cents per word. 


THE BUSINESS 


> MARKET PLACE 


A directory of local and national services, opportunities, 
employment used successfully by thousands of the readers of SYSTEM. 


Harry K. GOoDALL, Manager 


Display Classified. 1 


Business Management, 


products and 


face type and centered—$1.50. 
inch: 

respectively on 12 time contract. 
order unless credit references are submitted and approved. 
use of space primary ® Ay request, 


bir rn space $1.00 ge agate line 
$14.0 % inch: $8.00. $13. 00° and $7.50 
Senin: Cash discount, 2%. Cash with 
Rates for a larger 
Address Harry K. Goodall, System and 
N. Michigan Ave., Chicago, Il. 


Capital Raising 


CAPITAL: SECURITY UNDERWRITINGS 

negotiated, excellent connections. RAY- 
MOND SCHMIDT, 186 Joralemon Street, 
Brooklyn, New York. 


NEED CAPITAL? 


CORPORATIONS may be financed on com- 
mission basis only. E. P. Gage, Fla. 
Nat’l Bank Bldg., Jacksonville, Fla. 


CORPORATE Organizing, Re-organizing, 
Re-Financing and New financing. Brook- 
worth, 110 E. 42nd St., New York City. 


JOHN MORRIS, 7th floor, 1237 Market 
St., Philadelphia invites full facts, first 
letter, projects of higher order. 


CAPITAL: corporations organized ; security 
issues negotiated; Blanchet & Co., 347 
Fifth Avenue, New York. 


Executives Wanted 


SALARIED POSITIONS 
$2,500 to $25,000 


This thoroughly organized advertising serv- 
ice of 23 years’ recognized standing and 
reputation carries on preliminary negotia- 
tions for positions of the caliber indicated, 
through a procedure individualized to each 
client’s personal requirements. Several 
weeks are required to negotiate and each 
individual must finance the moderate cost 
of his'own campaign. Retaining fee pro- 
tected by a refund provision. as stipulated 
in our agreement. Identity is covered and, 
if employed, present position protected. 
If you have actually earned over $2,500, 
send only name and address for details. 


R. W. BIXBY, Inc. 
201 Delward Blidg., Buffalo, N. Y. 


A SUPERIOR SERVICE is offered men of 
superior ability in contacting employers 
for positions paying $2,000 to $20,000. In- 
dividual and confidential. Nationally recog- 
nized since 1915. The National Business 
Bourse, 20. W. Jackson Blvd., Chicago. 


I WRITE LETTERS that are wonderfully 
successful in securing interviews for high 
class executives—now employed or unem- 
ployed—desiring new connections. Moderate 
fee pays entire cost. No commission. Re- 
quest particulars. Harold M. Norman, 
Interstate Bldg., Kansas City, Mo. 


Accountants 


ACCOUNTANTS work up profitable busi- 

ness keeping books from daily reports 
for small concerns. Send dollar for folder 
describing plan agency bookkeeping. Roger- 
son Systems, Chapel Hill, N. C. 


we 


Information Furnished 


INFORMATION any subject 25c. 
Midwest Service, Moulton, Iowa. 


(coin) 


“How To Prepare Productive 
Classified Advertising” 


SEND for a free copy of this instructive 
article. It’s full of meat, but can be read 
in a few minutes. Please write on letter- 
head. No cost—no obligation. Address: 
Harry K. Goodall, SYSTEM, 520 North 
Michigan Avenue, Chicago. 
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Business Opportunities 


“SCHEMER,” Alliance, Ohio, prints monthly, 

big winners. Subscriber reports $10,000 
from one, another $25,000 from three. Sub- 
scribe now! Year, $1.00. Special: Six 
months only 30c. 


SUCCEED With Your own _ products. 

Formulas, processes, analytical service. 
Formula catalog free. K. Thaxly Co., 
Washington, D. C 


FOREMOST FORMULA SERVICE. 

teresting Literature listing mod 
Formulas, Trade secrets for meritorious 
specialties. All lines) MILLER CHEMIST 
Jettonz, Tampa, Florida. 


CHEMICAL EXPERT WILL furnish for- 

mulas and trade secrets. All lines. Lists 
free. W. L. CUMMINGS, Ph.D., 230 Gor- 
don Ave., Syracuse, N. Y. 


FREE BOOKLET DESCRIBES 87 plans 
for making $20-$100 weekly in home or 

office business of your own. ELITE PUB- 

LISHERS, 214 Grand St., New York. 


LEARN FLEXIBLE MOLD MAKING: 
Use “RUBBERITE.” For all molds. 
Cellotex liquid lines molds with glassy film. 


In- 


With our method, casts resemble polished. 


marble. Dime brings piece Rubberite and 
Marble powder with directions for testing. 
Illustrated literature. Cowell Institute, 
Grayling, Michigan. 


INCORPORATE YOUR BUSINESS under 

Delaware laws. Many advantages. Low 
cost. Write today. Free advisory service. 
CORPORATION FISCAL COMPANY, INC. 
Wilmington, Delaware. 


ACCOUNTANTS & BOOKKEBPEPERS : 

Write, without obligation, for details of 
plan for cashing in substantially, without 
capital, on your knowledge and ability. Ac- 
counting Service Company, Lock Box 1468, 
Springfield, Mass. 


MORE MONTY 
PEOPLE—No 
where you live. 


FOR AMBITIOUS 
matter who you_ are, 
If you must earn money. 


Quick. Write immediately. Free litera- 
ture, catalog. Success Builders, 2019 
Central, Wichita, Kans. 


SELL BY MAIL. Books, Novelties. Bar- 


gains! Large profits. Particulars. Free. 
L. Elfco, 525 S. Dearborn, Chicago. 


MAIL Order and light manufacturing busi- 

ness. We loan machinery that manufac- 
tures 75c. necessity at cost 17c. Can be 
operated from home or small office. $500 
cash required for raw material: Box 235, 
Urbana, Illinois. 


KNOWLEDGE — INDEPENDENCE: — 

Technical, mechanical books, Spare-time 
opportunities, formulas—Success builders. 
Profitable ideas. Magazine bargains. Send 
10c. Manhattan Co., 333b W. Manhattan 
Blvd., Toledo, Ohio. . 


LEARN account collecting, become collec- 
tion manager. Good income, quick re- 


sults. Interesting booklet, ‘Skillful Collect- 
ing,’ free. National Collectors System, 
Newark, Ohio. 
MAKE AN INDEPENDENT LIVING. 
Operate in home or office. Profitable, 
fascinating. Particulars free—stamp ap- 
preciated. Doyle—(Ap’t. A. O.) 15 South 
Julia, Mobile, Ala. 
START own business anywhere. Every- 
thing furnished. No outfits. No can- 
vassing. Spare time. Either’ sex. + 
Maywood, 921 Broadway, New York. 
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Business Opportunities 


PROFITS quick, enormous; permanent, ex- 

panding ‘income; no _ soliciting. Men, 
women, write, get facts, today. McArthur 
Co., Desk 10, Butte, Montana. 


START PROFITABLE MAIL ORDER busi- 

ness in spare _ time. Complete layout 
$1.00. Details free. Botkins, Box 266-S, 
Piqua, Ohio. 


BIG MONEY for you. Make, Sell Printing 

Cuts. Tremendous market. New, amaz- 
ingly easy process. Learn quickly, cheaply. 
Specimens free. Hughes Products, 22 
Miami Avenue, Terrace Park, Ohio. 


MAIL ORDER BUSINESS IS FASCINAT- 
ING. Many began small, now earn thous- 
ands yearly. No personal contact... Bound- 
less opportunities. I have had over 30 
years’ experience; will help you succeed. 
Send 25c. for valuable booklets. R. D. 
Breniser, 257 South 21st, Philadelphia. 


BOOKKEEPERS: A full time bookkeeper is 
no longer necessary for the small concerns. 
Start in business for yourself during spare 
time, then work into full time proposition. 
We will send you complete book describing 
proper procedure and our plan of Branch 
Office Bookkeeping Service for two dollars. 
UNITED BUSINESS SERVICE, Suite 547 
Dayton Industries Bldg., Dayton, Ohio. 


GO INTO the mail order business book 
of plans only 50c. Wineholt Compent: 
decane Penna. 


24 SA gs ca AD IN 33 weekly newspapers 
1.20. Circulation 19, 900. Goodall, 957 
Ellis, San Francisco. 


MAKE PRODUCTS YOURSELF. Tested 
formulas... Catalog free. Grinstead Lab- 
oratory, Edwardsville, Illinois. 


FORMULAS, Practical Plans, 
Particulars free. L-Koller, 
Trenton, N. J 


Ideas, etc. 
Box 41, 


IF YOU ONLY KNEW of the really profit- 

able results secured by advertisers under 
this classification, YOUR ad would be here 
too. Get the facts. They are free and no 
obligation. No salesman will call. Write 
Harry K. Goodall, SYSTEM, 520 No. Michi- 
gan Ave., Chicago. 


Mail Order 


SELL BY MAIL SUCCESSFULLY! 
SPARE TIME SELLING 

Year 50c. 

land, Ohio. 


Se ee 


Read 
MAGAZINE. 
Copy 10c. BOX-FOUR-K, Cleve- 


War Veterans Benefit 


5,000,000 “Buffalo Nickels’  wanted—to 

build home for War Veterans’ (900 acres 
farm) copy International Veteran Magazine 
for your “Buffalo.” Veterans’ Benefit As- — 
sociation, 4811 West National Avenue, Mil- 
waukee, Wisconsin. 


For Retailers 


RETAIL STORE EXECUTIVES: Investi- 

gate my weekly “sales talk’’ service. Re- 
quest sample of “ABC” OF SELLING. «In- 
crease individual sales and company good 
will. Cost is nominal; $2.00 monthly for 
up to 50 copies. Established fifteen years. 
Write for free sample TODAY. David 
Humphrey Foster, 3796 E. Grand. Avenue, 
Beloit, Wisconsin. 


When writing advertisers please mention System and Business Management 


issue. Answer those that interest you, 
full facts of his proposition by mail. 


own sales message. The cost is small. 
RATES. Ordinary Classified. 


A directory of local and national services, 
employment used successfully by thousands of the readers of SYSTEM. 


If you have a service, business or em- 
ployment opportunity or product of interest to SYSTEM’S readers, send in your 


20 cents per word. 


THE BUSINESS 


MARKET PLACE* 


opportunities, 


Display Classified. 
respectively on 


First line in small bold- 


products and 


face type and centered—$1.50. 
1 inch: 

12 time contract. 
order unless credit references are submitted and approved. 
use of space furnished on request. 
Business Management, 520 -N. 


White space $1.00 per agate line. 
$14.00; % inch: $8.00. $13.00 and $7.50 
Terms: Cash discount, 2%. Cash with 
Rates for a larger 
st. Address Harry K. Goodall, System and 
Michigan .Ave., Chicago, Ill. 


Printing of All Kinds 


QUALITY PRINTING. Exceptionally low 

prices. Print anything. Write for prices, 
1,000 cards $1.50. National, Syracuse, 
Indiana. 


—- ——— -- — +e 


BETTER PRINTING FOR LESS MONEY! 

Folders and Booklets our Specialty. 
Correspondence invited. Fantus, 525-S 
Dearborn, Chicago. 


1000 billheads $2.00. 3214 Huron, Chicago. 


BOND LETTERHEADS 8% x 11 20 Ib. 
white 10,000, $14.50 delivered. Write 
Allied Industries, Akron, Ohio. 


1,000 GUMMED IABELS, name, business 
address 50c. Write Fairway Products Co., 
Akron, Ohio. 


ENVELOPES C. O. D. $2.95 thousand. 
Send $1.00. Everything Printed! Frank- 
linepress, Milford, N. H. 


LEGAL NOTICE 


STATEMENT OF THY OWNERSHIP, MANAGEMENT, 
CIRCULATION, ETC., REQUIRED BY THE 
ACT OF Wie as OF MARCH 


State of New York i : 
County of New York { 5°: 
Of System and_ Business’ 


Management, published 
monthly at New York, N. 33. 


Y., for October 1, 19 

Before me, a Notary Public in and for the State and 
county aforesaid, personally appeared Norman C. Firth, 
who, having been duly sworn according to law, deposes 
and says that he is the Editor of the System and Busi- 
ness Management and that the following is, to the best 
of his knowledge and belief, a true statement of the 
ownership, management (and if a daily paper, the circu- 
lation), ete., of the aforesaid publication for the date 
shown in the above caption, required by the Act of 
March 3, 1933, embodied in section 537, Postal Laws 
~ age aca omarens printed on the reverse of this form, 
0 wit: 

1, That the names and addresses of the publisher, 
editor, managing editor, and business managers are: 
Publisher, Management Publications, Inc., 330 West 
42d St., N. Y. C.; Editor, Norman C. Firth, 330 
West 42d St., N. Y. C.; Managing Editor, None; Busi- 
oe mene Arthur C. Croft, 330 West 42d St., 


2. That the owner is: (If owned by a corporation, its 
name and address must be stated and also immediately 
thereunder the names and addresses of stockholders own- 
ing or holding one per cent or more of total amount of 
stock. If not owned by a corporation, the names and 
addresses of the individual owners, must be given. If 
owned by a firm, company, or othcr unincorporated con- 
cern, its name and address, as well as those of each 
individual member, must be given.) Management Pub- 
lications, Inc., 330 West 42d St., N. Y. C. Stockhold- 
ers of which are: Arthur C. Croft, 330 West 42d St., 
N. Y. C.; Norman C, Firth, 330 West 42d St., N. Y. Cus 
F. W. Oberkirch, 330 West 42d St., N. Y. C. 

3. That the known’ bondholders,. mortgagees, and 
other security holders owning or holding 1 per cent or 
more of total amount of bonds, mortgages, or oher 
securities are: (If there are none, so state.) None. 

4. That the two paragraphs next above, giving the 
names of the owners, stockholders, and security holders, 
if any, contain not only the list of stockholders and 
security holders as they appear upon the books of the 
company but also, in cases where the stockholder or 
security holder appears upon the books of the company 
as trustee or in any other fiduciary relation, thc name 
of the person or corporation for whom such trustee is 
acting, is given; also that the said two paragraphs con- 
tain statements embracing affiant’s full knowledge and 
belief as to the circumstances and conditions under which 
stockholders and security holders who do not appear upon 
the books of the company as trustees, hold stock and 
securities in a capacity other than that of a bona fide 
owner; and this affiant has no reason to believe that any 
other person, association, or corporation has any interest 
direct or indirect in the said stock, bonds, or other 
securities than as so stated by him. ' 

5. That the average number of copies of each issue 
of this publication sold or distributed, through the 
mails or otherwise, to paid subscribers during the months 
preceding the date shown above is (This information is 
required from daily publications only.) 

NORMAN C. FIRTH, Editor. 

Sworn to and subscribed before me this 22nd day of 
September, 1933. 


[SBAL ] LILLIAN E. BOWEN, 
Notary Public, Bronx Co. Certificate 85. Certificate 
filed in N. Y. Co. 492. Registers Office 4-B-283. 


(My Cé&nmission expires March 30, 1934) 
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Advertising Agencies 


WE WRITE mail-order advertisements that 

pull. Newspaper-magazine rate guide 
free. Martin Agency, 171A Madison Ave- 
enue, New York. 


FREE—NEW 1933 Advertisérs Rate Guide. 
Brown Advertising Agency, Marquette 
Building, Chicago. 


For Advertisers 


ADVERTISE: 24 words in 250, newspapers 
$10. Lists. free. Advertising Service 
Bureau, 4650 Drexel, Chicago. 


INCH Display, 60 magazines, $2.50. Mid- 
West Service, Moulton, Iowa. 


Sales Promotion 


MAIL SALES CAMPAIGNS—Persuasively, 

powerfully worded to get big, quick re- 
sults. Describe your business for sugges- 
tions and free book on modern mail sell- 
ing. Twenty-five years experience. 
ERNEST F. GARDNER, 1015-G Central 
Street, Kansas City, Mo. 


SALES LETTERS and Mail Selling Cam- 


paigns. A personal service backed by 18 
years’ experience in advertising and selling 
by mail on national and local accounts. 
Write for details. Advertisers’ Service, 
Box 865, Jamestown, New York. 


SALES problems diagnosed FREE. James 


C. Johnson, 125 A Englewood, Buffalo. 


SPECIALISTS In Selling by Mail. Nation- 

ally-recognized. Submit your proposition. 
oes 331 E. 5th So., Salt Lake City, 
Jtah. 


Letter Specialists 


$199,000.00 worth of hearses—$72,000.00 

fountain syrups—$156,196.00 insurance 
premiums—$138,000.00 stocks—sold from 
letters written by Dean Burgess. If you 
want sales letters that bring $72,000.00 to 
$199,000.00, write Dean Burgess, 1535 Wal- 
nut, Kansas City, Missouri. Send samples 
of advertising. 


ONE SALES LETTER analyzed for One 
Dollar if you send it now. Charles A. 
Beach, 1300 West Bethune, Detroit, Mich. 


GOOD SALES letters’ written. Proof. 
Jed Scarboro, Maplewood, N. J 


YOUR FIRST verbal highball mixed for 

only $2. Any desired flavor or strength. 
A legal stimulant. Send ingredients and 
$2 to Kenneth Weida, 1557 Mineral Spring 
Road, Reading, Penna. 


SALES LETTERS that will produce sales 
for you. $5.00 each, 3 for $10.00. MID- 
WEST SERVICE, Moulton, Iowa. 


Advertising 


LEARN ADVERTISING quickly at home. 

New easy practical plan. No text books. 
Interesting booklet free. Page-Davis School 
of Advertising, 3601 Michigan, Dept. 2818, 
Chicago. 


ADVERTISING EXPERT WILL TEACH 

YO how to compose powerful Sales 
Letters. Write for Free Booklet. Carl O. 
Johnson, 324-b Market, Chicago. 


Mailing Lists 
SPECIALIZED, Guaranteed prospect lists 
covering every business  field—not or- 
dinary mailing lists. Write for details. 


Record List Company, Dept. A, Joplin, 
Missouri. 


Duplicators and Devices 


$3.85 Buys Real Efficient Duplicator 
OTHERS IN STEPS TO $95. All styles. 

Complete line. Get more sales at less 
cost. Illustrated folder free. Pittsburgh 
Typewriter Supply, Suite 578, Pittsburgh, 
Pennsylvania. 


Instruction Courses 


USED CORRESPONDENCE COURSES 

and educational books sold or rented. 
Inexpensive. Money-back agreement. Cat- 
alog listing 3,000 bargains — FREE. 
(Courses bought), LEE MOUNTAIN, Pis- 
gah, Alabama. 


Correspondence Instruction 


CORRECT ENGLISH. Professor Murray’s 

new course for secretaries, executives. 
Satisfaction guaranteed. $12.50. Or send 
10c for ,sample lesson. Jefferson College, 


Des Moines, Iowa. 


Used Business Equipment 


ADDRESSOGRAPHS, 
GRAPHS, $22.50. Folders, $30.00. Type- 

writer, $8.50. Write for other bargains. 

PRUITT, 190 N. LaSalle, Chicago. 


——e 


$35.00. MULTI- 


Multigraph Supplies 


MULTIGRAPH ribbons re-manufactured. 

New mimeograph ink. Write for free 
trial. Lewis Co., 951b N. 4th St., Mil- 
waukee, Wis. 


Cartoons 


TRACING CARTOONS. for your Mimeo- 

graph Stencils—Write for sample sheet— 
Bush Cartoon Service—52 West Chippewa 
Street, Buffalo, N. Y. 


How To Increase Your 


Sales and Profits 


Advertising agencies, sales promotion ex- 
perts and. letter specialists find SYSTEM 
classified advertising a powerful ally’ in 
promoting their own business. Among 
those in this issue are: 


Ernest F. Gardner 

E. H. Brown Advertising Agency 
Martin Advertising Agency 
Advertising Service Bureau 
Midwest Service 

C. D. Craddock 

Charles A. Beach 

Jed Scarboro 

Carl O. Johnson 
Advertiser’s Service 

James C. Johnson 

Kenneth Weida 

Dean Burgess 


Read their ads in this issue. These special- 
ists in advertising problems and sales pro- 
motion ean help YOU in solving your 
problems of how to get more _ business 
profitably. Write to those whose ads ap- 
peal to you. Let them tell you more by 
mail without obligation. 


HARRY K. GOODALL 


Classified Advertising Manager 


SYSTEM and BUSINESS MANAGEMENT . 
520 North Michigan Avenue, Chicago, Ill. 
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It will pay you as a reader of SYSTEM to read these announcements in each 
Answer those that interest you, so that the advertiser can present the 


issue. 
full facts of his proposition by mail. 


The cost is small. 


own sales message. 
20 cents per word. 


RATES. Ordinary Classified. 


If you have a service, 
ployment opportunity or product of interest to SYSTEM’S readers, send in your 


THE BUSINESS 


MARKET PLACE { 


A directory of local and national services, 
employment used successfully by thousands of. the readers of SYSTEM 


opportunities, 


Harry K. GOoDALL, Manager 


Display Classified. 1 
business or em- 


First. line in small bold- 


products _ 


face type and centered—$1.50. 
inch: 
respectively on 12 time contract. 
order unless credit references are submitted and approved. 
use of space furnished on request. 
Business Management, 520 N. 


rire space $1.00 pe: agate line. 
$14.0 % inch: $8.00: $13.00 and $7.50 
orm: Cash discount, 2%. Cash with 
Rates for a larger 
Address Harry K. Goodall, System and 
Michigan Ave., Chicago, Ill. 


Incorporating Services 


CHARTERS—DELAWARE, BEST, quick- 

est, cheapest, most liberal. Do business 
and hold meetings anywhere. Free forms. 
COLONIAL CHARTER COMPANY, Wil- 
mington, Del. 


DELAWARE CHARTERS: 
Fees small. Free forms. CHAS. 
GUYER, 301 Equitable Building, 
mington, Del. 


G. 
Wil- 


CORPORATIONS organized and financed. 
F. T. Robinson & Co., Odd Fellows Bldg., 
Wilmington, Del. 


Personal 


OLD AGE PENSION INFORMATION. 
Enclose stamp. Judge Lehman, Hum- 
boldt, Kansas. 


Distributors Wanted 


DISTRIBUTORS AND AGENTS for $1.50 
- auto necessity. Repeats like gasoline. Ten 
years established and: guaranteed. TAY- 
Ohio PRODUCTS & MFG. CO., Columbus, 

io. 


DISTRIBUTORS, AGENTS, BRAND-NEW 

first-aid necessity, improved self-sealing 
bandage; splendid opportunity, permanent 
dignified business; act now. Irby Com- 
pany, Poughkeepsie, N. Y. 


Branch Office Services 


FOR personal or business purposes. New 
York address is an asset to you. Prompt, 

reliable service $2.00 monthly. (Remailed 

- pani New York Mail Service, 15 Park 
ow. 


NEW YORK-PHILADELPHIA-DETROIT- 

BOSTON - CHICAGO - LOS ANGELES 
‘Business Address’’—Each $2.00 month; six 
months $10.00. Any three $5.00 month; six 


times $25.00. NATIONAL BUSINESS 
os 741 Montgomery, Philadelphia, 
a. - 


MAIL ADDRESS in Boston; good location ; 

easy rates! competent service. Ask for 
details, OLD COLONY SERVICE, Room 
206, 177 State Street, Boston, Mass. 


Chicago Office Service 


NEED CHICAGO HEADQUARTERS For 

Your Business? Furnished Office, Desk 
Space, Mail Address. Includes phone and 
all office services. 20 East Jackson Boule- 
vard, 8th Floor, Chicago. 


ENGINEERING BLDG. PRIVATE OF- 
 FICES, FURNISHED, UNFURNISHED. 
Any ar rangement desired. Telephone, mail- 
ing secretarial service. From $5 month up. 
ROOM 200, 205 W. Wacker, Chicago. 


4 New York Office Service 


BROADWAY BUSINESS ADDRESS—$2. 00 

monthly, also representative service, con- 
fidential, reliable. Ace Service, 1451 Broad- 
way, New York City. 


Credits and Collections 


COLLECTIONS BAD? 
Pulling Letters 25c. 
way, Cincinnati, Ohio. 


(6) -Powerful Cash 
Davis, 1308 Broad- 
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Salesmen Wanted 


NEW BUSINESS INVENTION. Installed 

on Free Trial, sells itself. Four $15 sales 
daily pay $280 ‘weekly. Portfolio of refer- 
ences from world’s leading firms ; Coca Cola 
Bottling Co., International] Coal, Ete. Ex- 
clusive. F. E.eARMSTRONG, Dept. 1017-M, 
Mobile, Alabama. 


FINANCIAL INDEPENDENCE AND IN- 

COME FOR LIFE through constant, ever 
increasing repeat commissions without call- 
backs. The business made rich by the de- 
pression. Business and professional men 
buy on sight. 400% initial profit. Com- 
monwealth—J Co., 508 S. Dearborn, Chicago. 


THE GLOVER’S LABORATORY wants 

sales organizations and salesmen to dis- 
tribute their new Arbo Shampoo and Arbo 
Scalp treatment. This product has distinct 
merit—it sells and repeats, it moulds the 
preference of the public to its use. Samples 
will be sent to any part of U.S.A. upon 
receipt of 25 cents to cover cost of shipping 
and packing. Address: The Glover’s Lab- 
oratory, 2038 Jenifer Street, Madison, 
Wisconsin. : 


WANTED—SALESMEN TO SELL DEATH 
BENEFIT certificates; ages to 90 years. 

Write Salesmanager, American Protective 

Association, Box 696, Pueblo, Colorado. 


-IF YOU ONY KNEW of the really profit- 

able results secured by advertisers under 
this classification, YOUR ad would be here 
too. Get the facts. They are free and no 
obligation. No salesman will call. Write 
Harry K. Goodall, SYSTEM, 520 No. Mich- 
igan Ave., Chicago. 


PRINTING SALESMAN. Liberal commis- 

sion in advance. Low prices. Free cut 
service. Send for outfit. Fairway Products 
Co., Dept. 208, Akron, Ohio. 


SELL WALTHAM WATCHES as low as 
$3.50 at a good profit. Details free. 
Buchanan, Box 27, Boston, Mass. 


MARVELOUS new pricing systems; sell all 
stores; large commissions. Systems Com- 
pany, Waynesfield, Ohio. ; 


IF YOU have ever sold anything success- 

fully you can make money selling a new 
service to business executives and depart- 
ment heads in the larger concerns in cities 
of 50,000 or more in population. Men with 
experience in one call work among business 
men who have a good connection and espe- 
cially profitable on a permanent basis on a 
protected territory. Write giving your past 
experience to G. J. MacMillan, 330 West 
42nd Street, New York, N. Y. 


Agents Wanted 


MAKE PRODUCTS YOURSELF. Formula 
catalog free. Kemico, 60, Parkridge, 
Illinois. 


AGENTS—MAKE 600% PROFIT SELL- 
ING CLEANER, polish, shampoo, vanilla, 


tonic laxative, Spot Remover, etc. Your 
name on labels, FREE SAMPLE. Stand- 
ard saree coel Co., Dept. G113, Dayton, 


Ohio. 


40 VIEWS WORLDS FAIR. 25c (coin). 
Agents wanted. Midwest Service, Moul- 
ton, Iowa. 


SOMETHING NEW in Fire Extinguishers. 
Red Comet AUTOMATICS. Proved in 
West five years. Exclusive territory. Low 
price opens pocketbooks. Write Red Comet, 
411 Comet Building, Littleton, Colorado. 


Business Books 


THE TREND OF BUSINESS 


Just completed a four foot wall chart showing the 
trend of American Business for one 


hundred years, 
with important business and political events noted 
and their effect on business indicated. Available 
for a limited time at the special price of 25 cents 
—send stamps or silver to ‘‘SYSTEM and BUSI- 
NESS MANAGEMENT,’’ 330 W. 42d Street, New 
York City. 


“AMERICAN BANKING PRACTICE” 
By William H. Kniffin. of New York Uni- 

versity. Unique in that it covers the en- 
tire field of banking -practice as.it is now 
conducted under recognized American pro- 
cedure. It gives the theory of banking—the 
functions of a bank—types of banking insti- 
tutions—describes the duties of the various 
officers—the work of the Clearing House— 
tells how collections are - handled—how 
loans are made—goes thoroughly into ac- 
counting methods—audits and examinations 
—bank organization, administration, etc. 
Price $3.50—wWrite for your copy on ap- 
proval to SYSTEM and Business Manage- 
ment, 330 West 42nd St., New York City. 


Patent Attorneys 


PATENTS SECURED. Trade-Marks reg- 

istered. Reasonable terms. Write for 
book and instructions. L. Randolph, 
Dept. 375, Washington, D. C. 


Signature Expert 


WRITE A BETTER SIGNATURE. Yours 

written twelve different styles and a 
personal letter of advice, instructions, 50c. 
ALBERT P. MEUB, EXPERT. PENMAN, 
Box 194, Pasadena, California. 


For Inventors 
INVENTORS! We can assist you to make 
money from your ideas. Individual serv- 
ice always. ROESCH & ASSOCIATES, 
oe 938 University Block, Syracuse, New 
or 


INVENTIONS PATENTED and promoted. 
Whitman, 2 Rector Street, New York. 


Results Highly Satisfactory 
Since 1920 | 


To you who wonder if classified advertising 
in SYSTEM really pays, the following letter 
may prove interesting. Read it: 


Dear Mr. Goodall:—It may interest 
you to know that I have been a per- 
sistent advertiser in SYSTEM and 
BUSINESS MANAGEMENT since 1920. 
The results each year have been highly 
satisfactory—sufiiciently so to justify 
a T. F. order. Very truly yours, 
(Signed) Amster Leonard, 617 Central 
Avenue, East Orange, New Jersey. 


if you too 


Take a tip from Mr. Leonard, 
have a service or product of interest to 
high-class business executives or ambitious 


up and coming young men in active busi- 
ness persuits. Send your own ad or write 
for further facts to 


HARRY K. GOODALL 


Classified Advertising Manager 
SYSTEM and BUSINESS MANAGEMENT 


520 North Michigan Avenue, Chicago, Hl, 
% 


W hen id advertisers please mention System and Business Management 
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An Announcement 


fll udeaait baie snail 


A new type of business form 

Forms with marginal punches... 
different... specifically designed 
to utilize the full efficiency and 


speed of modern record-writing 


machines 


@ A revolutionary new development now makes 
possible multiple business forms that can’t slip. 
Forms that register accurately all the way through 
... to even the twentieth carbon copy! That’s the 
remarkable new advantage of KANT-SLIP Con- 
tinuous Business Machines Forms. 

KANT-SLIP Forms are the forms with the 
punch! The distinctive marginal punches on the 
forms are your guarantee of absolute registra- 
tion accuracy in your business forms system. For 
through these marginal punches every copy of 
the form is automatically kept in constant align- 
ment ... line for line! Every carbon copy has the 
same information in the same place. There’s not 


a chance for a single slip ... a single costly error! 
KANT-SLIP Forms are used for invoices, pur- 


chase orders, requisitions, shipping and receiving 


BUSINESS. MACHINES 


THE STANDARD 


‘DAYTON, 


Automatically, almost like magic, aligning pins rise from the 
patented Registrator as it turns...rise and mesh perfectly 
with the marginal punches of the KANT-SLIP Forms, (Align- 
ing pins are quickly shifted, with a flip of switch, to inopera- 
tive position for ordinary correspondence work.) The Regis- 
trator Platen can be quickly installed.in any writing machine. 


forms, production orders, and all other business records. They 
are used in typewriters, billing, accounting, and bookkeeping 
machines, tabulating machines, and teletypewriters. 
KANT-SLIP Forms are a proven success. More than a thou- 
sand leading business institutions, both large and small, have 
already adopted them. Executives immediately recognize that 
KANT-SLIP Forms assure Management of continuous unin- 
terrupted operation of their record writing machines and posi- 
tively eliminate costly errors due to inaccurate registration. 
We will gladly have a representative explain the application 
of KANT-SLIP Forms to your business. Write! Business Ma- 
chines Forms Division, The Standard Register Co., Dayton, O. 


PATENTED 


12) 1) 
o THE CONTINUOUS FORMS WITH THE PUNCH o 
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FORMS DIVISION | -. 
REGISTER ‘COMPANY 


OHIO. 


HE’S CURIOUS 
ABOUT COSTS 


He wants you to make profit... he’s insistent in fact... 
and he is equally desirous that the people from whom 
you buy also make money. With selling prices an open 
book, he naturally is digging out costs. 


Competent Modern Management knows its costs in terms 
of its every activity. It is in position to instantly prove 
them to government, association or trade administrators. 
But of even more importance is the use of such figures 
for management within the company. 


Cost analyses as well as payroll control, so vital under 


us. 


the NRA, is a matter of unpaid-for routine in the busi- 
ness that uses Powers Punched Card Accounting. So are 
many other vital statistics. When all operations are re- 
ported while they are happening, in forms of intelligent 
analyses and comparisons, management knows its costs 
and what to do about them. It is in position to operate 
at a justifying profit. 
e * 

We will gladly send to any major or department executive 
a complimentary copy of our new book, “MANAGEMENT 
REPORTS ...IN THE MODERN MANNER.” 


POWERS SERVES: sanxine: trust accounting, investment control, 


stock transfer, general accounting. CHAIN STORE: inventory control, automatic 
billing & analysis. UTILITIES: billing inventory, general accounting. FEDERAL, 
STATE, MUNICIPAL: accounting, statistical data. INDUSTRIAL & COMMERCIAL: 
distribution costs, sales analyses & control, general accounting. RAILROADS: car, 
freight, station accounting & statistics. INSURANCE: life, fire, casualty, fraternal. 


POWERS 


(PUNCHED CARD ) 


ACCOUNTING MACHINES 


Division of REMINGTON RAND Inc. 
Beurttato; : iNew “York }).i Wis Sa: "As 
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